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Newest and finest dual-purpose typewriter for executive use... 
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Improves appearance of top 
executive correspondence 


-—at low cost! 


The clean and crisp, print-perfect quality of the 
Smith-Corona Carbon-Ribbon “write” is really 
something to see. It’s distinctive and impressive, 


sharp and even, warm and friendly. 


The Carbon-Ribbon feature is not an attach- 
ment, but built right into the ALL-NEW Smith- 
Corona “Eighty-Eight” Secretarial. 

Here is the perfect low-cost answer for out- 
standing executive typing. Secretaries will love 








THE NEW SMITH-CORONA 
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it and their bosses will see and feel the difference 
in every letter, special report and presentation. 


Perfect copy for process reproduction! 

Now, perfect copy can be typed right in the 
office for reproduction by photo-offset, multilith, 
photostat or photo-engraving. Then — perfect 
print-quality reproductions for reports, tabular 
forms, presentations, ete. 

See it! Try it! 

See and try this amazing new Smith-Corona 
Carbon-Ribbon typewriter at your convenience, 
in your Office. Call any Smith-Corona Full-Line 
Dealer or Branch Office (See your Classified 
Telephone Directory). A representative will call 
by appointment. 


Sm ith-Corona Inc Syracuse 1 N Y Other factories in Toronto, Brussels, and Johannesburg. 


Makers also of famous Smith-( 


na Portable Typewriters, Adding Machines & Cash Registers, Vivid Duplicators, Carbons and Ribbons. 
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»*xclusive with Panama-Beaver'! 


PANAMA COPY-HOLDER BOX 


aves typing time + cuts office costs + folds neatly away 


is a wonderful idea—Panama’'s alone! The new Panama COPY HOLDER 

bx serves a dual purpose: keeps your carbon paper handy, keeps your copy 
baterial upright and in full view. Helps prevent eye-fatigue .. . speeds work. 
lo heavy, bulky contraptions . . . no unnecessary desk clutter: the 

nama COPY HOLDER Box folds up neatly under the box lid 

Her use. And it costs nothing extra! All this plus America’s 


sarpest-writing, cleanest-erasing, smudge-free carbon paper, tool 


love the Panama-Beaver representative show you the 


nciting Panama Copy-Holder Box! No obligation, of course. 


— Mail Coupon NOW! ~~~ = 


MANIFOLD SUPPLIES CO. 


r 
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ANAMA-BEA VEX , 19 Rector Street, New York 6, N. Y. 
y ond i / Please have the Panama Beover representative 
CH | oe show me the new Copy Holder Box. 
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Coast to Coast Distribution 


Name 





Company___ ‘ — 


MAniFoLp Supp.ies Co. 
19 Rector St. New York 6, N. Y. 
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QO N OUR CovER—Cottons are playing an 
increasingly important role for year- 
round wear. And how career girls love 
their crisp look and washability! A par- 
ticularly pretty winter cotton is this Kay 
Windsor dress, which, incidentally, has 
been endorsed by Ann Sothern as a “Pri- 
vate Secretary” fashion. The fabric is 
Bromley’s fine nailhead cotton, available 
in black or brown tweed or in Black 
Watch plaid. Sizes 10 to 20. $12.95, at 
Saks-34th, New York; Filene’s, Boston; 
Davison’s, Atlanta; Halle Bros. Company, 
Cleveland; J. W. Robinson, Los Angeles, 


Today Only—BIG SALE! 


Harp ON THE BRIDE with a_ budget, 
especially the girl who—like Joan Bran- 
nigan—is secretary to a top department- 
store executive! She’s faced with her 
biggest problem when budget meets bar- 
gain. You'll find Joan’s philosophic solu- 
tion in Rollie Abrahams’ lively account of 
Joan’s experiences as secretary to one of 
the country’s leaders in the merchandis- 
ing field. (Joan is secretary to Bernard F. 
Gimbel, head of the many Gimbel enter- 
prises.) The story ‘starts on page 13. 


A Treat in Store 


But Joan’s story only begins an issue 
brim full of interesting and helpful fea- 
tures in both type and shorthand. Scan 
the Contents alongside if you like to dip 
first into what looks most alluring, or read 
right through from cover to cover, ads 
and all. Either way, this October issue 
holds a treat in store for you. 


Capsule Advice 


WE saw ANN SOTHERN and Don Porter, 
Istars of the hilarious TV show, “Private 
Secretary,” when we visited the NSA con- 
vention. And we liked Miss Sothern’s 
new shorter hairdo tremendously. 

Tessie is quite elated because she had 
a real visit with Don Porter while he was 
in town. You'll hear all about it next 
month. Meantime, we think we should 
pass on the advice that Mr. Porter gave 
future secretaries at Metropolitan Junior 
College in Los Angeles. He told them 
that a good secretary “looks like a girl, 
thinks like a man, and works like a dog! 
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SE a DEMONSTRATION WALL CHART 
THE SMEAD MANUFACTURING CO., INC, f WAS MADE FOR YOU 


LOGAN, OHIO - - HASTINGS, MINN 





WHAT DOES IT DO? 


Tit illustrates (in full color) a Modern 





Filing System. 

el, 

. Size of Panel approximately 24’ x 40” 2 It illustrates and shows the purpose and 
n 


use of the Primary or Alphabetical 





Guides—The Miscellaneous File Folder 
ar- ree ; — ; : The Individual Name Folder—The 
“ This chart is of sufficient size to permit easy Special Name Guide—The Common 
0 . ye ’ . a hl 

: om , , . . Name Guide—Auxiliary Guides—The 
of identification of demonstration in large class- ‘ ae Seer 
lis- Common Name Miscellaneous Folder— 
F, room lectures. The Outguide, ete. 
- 3lt shows where certain types of corre- 
As a wall hanging it is available for individual spondence should go and why. 
. 4 li tells where to put numbers and names. 
study at all times. 
5 With this chart comes a series of folders 
se 1 ;, R Cc] — containing helpful information on filing 
a> » _— »3° » <3)" » 
na ie Super System Chart is “mounted on methods: 
Ue 


dip heavy board—framed and lacquered. It will (A) Alphabetical (B) Geographical (C) 





ead Chronological (D) Numerical. 

ads last for years, $5.00 purchase price (includes series of 
— filing folders.) (Shipping charges pre- 

paid. ) 
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——WHY WASTE 
OFFICE TIME? 


KEE LOX “KOPY ALIGNER” 
combines highest quality 
CARBON PAPER plus 
patented collating feature 
insures speed automatically 
plus EFFICIENCY 
with LESS FATIGUE 








You cut your collating costs 
You save on the time! 


Different Weights and Finishes 
to give perfect results from One 
to Twenty Copies at a time. All 
Copies Clean while every sheet 
has astonishing wear. You may 
obtain Free Samples by contact- 
ing any of our 32 fully stocked 
Retail Branches in the U.S.A. We 
also make Carbons for every use 
color for 

to the 


and ribbons of every 


every machine known 


market. 


Kee Lox Duplicator Supplies 
are No. 1 on the market 


Just phone our Branch in your 
city for Samples of above Kopy 
Aligner cr write on your letter- 
head to HOME OFFICE... 


KEE LOX MANUFACTURING COMPANY 


ROCHESTER 1, N.Y., U.S.A. 




















ESSIE: A reader who describes him- 
self as “avid” wrote us to complain 


that the experts just never seem to 
touch on his special problems. Well, | 
had to tell him that it’s his own fault. 
All he has to do to bring the experts 
gladly rushing to his rescue is to write 
and let us know what his problems are. 
While I'm surrounded by experts who 
know all the answers, we look to you for 
all the questions. So, if you’ve been pa- 
tiently waiting for someone else to ask 
your questions for you, we hope ‘youll 
become impatient, too. Dust off your type- 
Writer or take your pen in hand, and tell 
us your troubles. Who knows how many 
other 
waiting for an answer to 
Now, 
solved the problems ot SOTIIC ol the pco- 
ple who did write in. 


reluctant-to-bother-vou types are 


your question? 


let’s see how the experts have 





@ TrEssie: 
retary 


M(r. Zoubek, 
who savs that she 
the shorthand 


] 
Nne;re is a SCC- 
enjoys reading 


material in Topay’s Src 


RETARY because it is interesting and in- 
formative. However, since this material 
is all written in Gregg Simplified and 


originally studied the Anniver 
sary Edition, sh should 
try to forget her Anniversary forms and 
adopt the new Simplified outlines 
ZouBek (shorthand expert If this 
reader take dictation  satistactorily 
with the Anniversary outlines 
are millions of 
she should by all means continu 


since she 


wonders if she 


can 
and there 
writers who do do so 
to use 
those outlines. They are now a part of 
her, and any effort to adopt new forms 
for everything she writes might lead to 
confusion or hesitation. 

As she 
SECRETARY, however, she may find an oc- 
that 


reason O! 


reads the shorthand in Topay’s 
casional Simplified outline will ap- 
peal to her tor one another. 
will find it to read 
or easier to write than the form she has 
been may find that it elimi- 
nates some executional difficulty or con- 
flict that has bothered her. In 
case, there is no reason why this reader 


should not adopt the Simplified outline. 


Perhaps she casicl 


using she 


suc h a 


e Tessie: Doctor Rosenberg, one of 
our readers received a set of leather- 
bound classics that he had not ordered 
and that he did not desire to buy. Includ- 
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ed in the package was a notice request- 
ing him either to remit payment within 
30 days or to return the books. Is he 
obliged to pay for the 
them to the publisher? 

RoseENBERG (business law expert): No. 
He does not need to do either. He 
if he desires, mark the package “return 
to sender” and give it back to the post- 
man, or he may hold the books and noti- 
fy the seller to send for them. He is not 
legally obligated to pay for the books 
or to expense, 


books or return 


Mav, 


them at his 
Of course, he must not use the books or 


return own 


exercise control over them by giving them 
away to anyone else. 


@ Trssie: Doctor Lloyd, if a 


uses a very wobbly typing stand, could 


pe rson 


that be the cause of irregular spacing in 
his letters? 
LiLoyp 


rt 


expert): Yes, it 
And a wobbly typing stand is also 


typetoriting 
could 
very hard on a typewriter—it wrenchies it 


all the time. 


e@ Tessie: Here's. another inquiry— 
for Miss Hutchinson, this time: “Often- 
times mv boss will close a letter with 


“Best re gards.’ Will vou please tell in 
how to write this? Is it written as a sep- 
arate paragraph at the end of the letter 
and then followed by ‘Yours truly?” 
business English): “Best 
regards” may take the place of the compii- 
mentary closing of a letter and be so ar- 


llUTCHINSON 


ranged. Some dictators prefer to uss both 
that “Best 
would start at the paragraph margin and 
he tollowed, by al 


phrases. In case, regards 


comma, the « ompli- 


mentary closing being typed as usual 





@ Trssit 


Mrs. 
a reader in Iowa is 
“What shall I do?” 


Mas WW 


letter from 
directed to 


it begins. “For Chirist- 


Strony, a 


Vou. 


boss received two gift subscrip- 
tions to the magazine. We dont 
need two copies of this publication, s° 
we wrote to the company—three times- 
explaining the situation. To date, how- 
ever, We answer 


same 


have not received au 
and the two magazines continue to come. 
I just can’t seem to solve this business 
problem. Can you help me?” 

Stronxy (secretarial practice): 1 know 
just what this reader means, Tessie, about 
receiving two copies of a magazine when 
all you need is one. I have had it happe® 
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Questions on 


Business English 
Secretarial Practice 
Business Law 
Bookkeeping 
Typewriting 
Business Arithmetic 
Shorthand 


Experts 





to me a few times; and, in each case, I 
typed a letter to the publisher in question, 
enclosed my stenciled name and address 
from the magazines (so they could check 
their records), and asked them to extend 
my subscription for another year. 

In our Topay’s SECRETARY mailing de- 
partment, we have people who watch for 
just such things when gift subscriptions 
ome in. Then they send a little note 
saving that inasmuch as two people have 
rdered our magazine sent as a gift, it 
is being sent for two years. I guess that 
ill this young lady can do is continue to 
write to the publisher and give complete 
information about her employer's sub- 
scriptions. I am sure that this matter will 
eventually be straightened out. It usually 
takes several weeks to effect a change. 





e Tessie: Another letter for you, 
Doctor Lloyd. From a secretary in Illi- 
nois, this time: “The other day my boss 
bawled me out for setting up his monthly 
sales report in a new, better form. I just 

nt understand his attitude and would 
like your advice on this situation.” 

Lioyp: As much as I don’t want to 

ut this young lady’s feelings, Tessie, 
[can't help but say that I don’t blame 
er boss one bit! He, and everyone else 
vho gets copies of his reports, uses them 

check progress, compare results, etc. 
therefore, when a person uses a great 
lany periodic reports, he wants them ar- 
ranged exactly alike, so that his eye will 
it just what he wants when he looks in 
‘particular spot on the report form for it. 
this young lady should not be offended 

her boss’s attitude, but she should 
lake sure that she looks at a thing from 
veryone’s point of view before changing 
tior the better. 


® Tess : 
elp, Mrs. Strony. This young lady is a 
ecretary in Pennsylvania. She writes, 
| wonder if you could give me some 
leas on the 


Here’s a reader you can 


arrangement of my many 
ities at work. I am just swamped with 
ders, dictation, and correspondence that 
must either answer myself or check in- 
‘ormation on and then return to my boss. 
Would it be better to sort it alphabeti- 
lly, chronologically, or according to the 
Way it is to be handled? Also, is it wiser 
to keep the dictation correspondence com- 
pletely separate? It seems that I just 








EXCLUSIVE “HINGE-TOP’” BOX WITH FAMOUS 
EAGLE-A BOXED TYPEWRITER PAPERS 


Eagle-A’s handy “Hinge-Top” Box keeps these superior typewriter 
papers fresh and clean ... lets you slide out the sheets you need. The 
“Hinge-Top” Box is another big extra feature you enjoy when you use 
Eagle-A Boxed Typewriter Papers. Always ask your stationer for 


these fine papers.. 


. available in letter and legal sizes, plain and 
ruled — for all your office needs! 


‘‘Hinge-Top'' Box with these Eagle-A Papers: 


100% RAG EXTRA No. 1: Coupon Bond 


100% RAG: Coupon Onion Skin, 
Agawam Bond, Agawam Onion Skin 


75% RAG CONTENT: Contract Bond 


50% RAG CONTENT: Acceptance Bond 


Free! Sy) 


Letter Placement Guide 


for secretaries, students. Slips into 
your typewriter underneath letter- 
heads...helps you set correct 
margins and center letters perfectly. 
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25% RAG CONTENT: Trojan Bond, 
Trojan Onion Skin, Trojan MS. Cover 


SULPHITE PAPERS: Quality Bond, 
Quality Onion Skin, Quality Manifold 


TYPE-ERASE PAPERS: Type-Erase Bond, 
Type-Erase Onion Skin 


MAIL THIS COUPON TODAY 


American Writing Paper Corporation 
Holyoke, Mass., Dept. TS 
Send your FREE Letter Placement Guide 


SEE 65 80.6006606644054 600 440404066 bb ee 
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about get one batch of work sorted and | 


started on, when I receive another batch 
Then I am so confused I don’t know what 
to do first. Although my job is interest- 
ing, there is entirely too much work for 
the number of people employed.” 

Srrony: My, Tessie, this reader is a 
very busy young lady! I do hope I can 
give her a few suggestions that will make 
her work a little easier and more enjoy- 
able. Of course, she'll still be busy; but 
she won't be so confused as her letter 
tells us she is now. 

So far as the sorting of her work goes, 
I would try to sort it in order of impor- 
tance—the things that seem to be most 
urgent should be handled first. If she 
did it alphabetically, a letter from Mr. 
Smith (since he is in the s’s) might be 
postponed for some time, even though 
Mr. Smith’s letter needed immediate at- 
tention. If this young lady is given dicta- 
tion in the morning and has already start- 
ed transcribing it when another batch of 
work is placed on her desk, she should 
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go on with the job of transcribing unless 
she notices a telegram or a special deliv- 
ery letter in the new lot. These she should 
try to take care of at once. 

There is only a certain amount of work 
a person can do in one day, and this 
voung lady has got to put first things 
first. I do want to tell her, however, that 
she must not be upset if she cannot pos- 
sibly finish all the work in one day. She 
should do what is most important and 
postpone the other. Now, if things are 
being postponed too often and for too 
long a time, it would indicate that this 
reader might be in need of one of three 
things (maybe all three): (1) a better 
organization of her work; (2) an im- 
provement in her skills, so that she can 
produce more; or (3) an additional office 
helper. Maybe she is expected to do more 
work than one person can possibly ac- 
complish. 

I would also like to recommend that she 
study a book that has helped many young 
secretaries—Applied Secretarial Practice, 
by Gregg, Fries, and Rowe. I think that 
if she will study its sections on handling 
mail, she will find them very helpful in 
solving her problems. 


@ Tessie: Just one more question, Miss 
Hutchinson, please, and then we'll be 
through for today. This query is from a 
legal secretary in North Dakota, who says: 
“I am often troubled about plurals in 
proper names that end in the letter s— 
for instance, Woods. The other day I re- 
ceived a letter that. said the Woodses 
were out of town. Is that the proper way 
to write the plural?” 

Hutcuinson: Yes, Tessie, the plural 
of proper nouns ending in s is formed 
just as the plural of any s-ending noun 
would be formed—by adding es; thus, 





Woodses, Joneses, gases. 
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“Always Makes a 
Good Impression" 











MODEL 70 
$195.00 


(plus tox) 


ELECTRIC 
$325.00 


(plus tex) 
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SPIRIT DUPLICATORS 


with ALL the features... 

@ Print 120 or more copies per minute. 

@ Print 1 to 5 colors, in one operation. 

@ For sharp, clean, copies Conqueror 
features include—Raise-and-Lower Con- 
tro! . . . Adjustable Fluid Control... 
Built-in Reset Counter .. . Pressure Con- 
trol . . . Positive Rotary Feed. 


The Heyer Conqueror Model 76, Spirit of ‘76 
gives you for the first time ‘push-button’ 
automatic electric duplicating . . . gives you 
complete freedom from manual effort. 


Write today for descriptive booklet 


THE HEVER CORPORATION 
1864 S$. Kostner Ave. Chicago 23, Illinois 
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ACCOPRESS 
BINDERS 


for Economy! 









Find the record you want when you want 
it— ACCO-bind all your business papers. 
With ACCOPRESS Binders of fine press 
board you'll get the efficiency and conven- 
ience of loose leaf binding for letters. orders, 
contracts, invoices, reports, etc. combined 
with low cost. long life economy in filing. 
Large capacity (expand up to 6”). Stack 
flat. Choice of colors and sizes for every 
need. Ask your stationer. Remember... 
ACCO-bound papers are SAFE papers. 


ACCOBIND folders 


ACCOPRESS binders 
PIN-PRONG binders 


(for marginal multiple punched forms) 


ACCO punches 
and other filing supplies 


ACCO PRODUCTS, Ine. 


Ogdensburg, New York 
In Canada: ACCO Canadian Co., Ltd., Toront@ 
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You get them with new Royal Standards. Cost 
to the boss? Only a penny a day when he trades 


in his old machines at 5 years instead of 10. 





It’s a push-over to get the cleanest-looking, best- 
groomed letters you ever typed, as well as wonder- 
ful memos, reports, and carbons. You’ll also get 
more fun out of work, because new Royals give you 
a great sense of pride and accomplishment. 


As for the boss, he’ll have a happier office family, 
because these wonderfully rugged typewriters have 
a way of raising office morale. 

Also, they are the finest precision writing ma- 
chines ever built. They take less time out for repairs, 
too, and people who type prefer Royal 2% to 1. It’s 
the most popular typewriter in American business. 











ELECTRIC + STANDARD 
PORTABLE 
Roytype Business Supplies 


QYAL 


Ask the Royal Representative to bring around a new 
Royal, show you how it works, and explain the 1-cent- 
a-day story. 


Call your Royal Representative (He’s listed in the Classified Telephone Directory) 
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A few seconds here — 
a few minutes there — 
day after day DENNISON 
HANDY HELPERS are time 
savers in office, school 
and home. 


Dennison shipping tags, 
marking tags, key tags, 
gummed labels and seals, 
index tabs, reinforcements, 
mending tape and many 
more are 


Handy to Have — 
Have them Handy 


* 


RNY 


Manufacturing Company 
Framingham, Massachusetts 











THE CASE 
OF THE 

DISAPPEARIN 

BOSS 


BY MADELINE S. STRONY 


HERE HE GOES AGAIN, dashing out of his 

office and not telling me where he’s going! 
I just keep my fingers crossed and hope he'll return 
soon—or that nothing important will come up that 
needs his immediate attention.” So said Lydia Jack- 
son as her boss dashed off without a word. 

Lydia has had three bosses, and all were guilty of 
pulling the disappearing act. This one, however, did 
it more often than the others, and it was becoming a 
serious problem. At various secretarial workshops she 
had attended, the question of the disappearing boss 
came up repeatedly, but she had not found an an- 
swer to her problem. Yet, there must be some way to 
get her boss to tell her where he’s going. 

Lydia remembered some discussions her class had 
while she was in school—discussions emphasizing the 
importance of the secretary-boss team. “Co-operation 
is the keynote of all successful teams,” they'd said. 
How many times she'd heard that! 


LYDIA WAS SO EXASPERATED that she was muttering to 
herself, “I may know the importance of teamwork, but 
my boss doesn’t—so what am I supposed to do? He 
makes calls without telling me. He leaves the office as 
if he were on a secret mission. I don’t know where 
he’s going or how he can be reached. Is this team- 
work?” 

On occasion, she had asked her boss to let her know 
where he was going when he left his desk. This was 
often effective for as long as a day or two. She had 
even stopped him on his way out to ask where he was 
going, but she sometimes seemed to annoy him. 

One afternoon he left to play golf with one of the 
clients (he’d not informed her, of course). And, when 
an emergency occurred in the office, it took her more 
than an hour to locate him. She had to play detective 
every time he disappeared. Did he think she could 
answer the phone by saying, “I’m sorry, Mr. Ellison 
isn't here—he’s playing golf?” . 

Lydia had heard that competent secretaries can do 
a training job on their bosses, but she certainly did 
not know how to proceed with Mr. Ellison’s training. 


(Could you “train” Lydia’s boss to tell you where he is going 
before he takes off? The suggestions that are offered on page 39 
might be of help ina case like Lydia’s.) 
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loan takes last-minute dictation in her stride—walking to 
the elevator with Mr. Gimbel and down through the store. 
writing shorthand as she goes. She has even become used to 


the curious stares of the customers. 


“Just looking. thanks.” says Joan as her impulse to 
buy it meets budget. “But this one is perfect 
with my suit... the price is reasonable . . .” 


P.S. She bought it! 


) 

t 

7 - 

S 

. OAN BRANNIGAN, bright-eyed blonde secretary 
J to Bernard F. Gimbel, chairman of the board of 
Gimbel Brothers, Inc., thinks it’s wonderful to work in 
; a department store. “You can spend lunch hours buy- 
, ing everything from a carpet sweeper to a new hat or 


° . tomorrow night’s dessert without leaving the build- 
is ; 7a" . 
r. Lin 2 LS ing—and with an employee's discount! | 
Joan's boss is head of some fifteen stores in a 


steadily growing chain that includes Saks 34th Street 


HE Gimbel branches all over the country. and New 
Ly > . e . . a 

York's byword for high fashion, Saks Fifth Avenue 
/e R De partment In addition, he 


is one of New York City’s promi- 





id nent civic leaders as well as a force in several 

= retailing organizations. And he and his wife sponsor 
their own charity foundation. 

lo At her office in the executive quarters of New 

id BY ROLLIE ABRAHAMS York City’s Gimbels, Joan has enough work—stem 

g ming from all her boss's activities—to keep herself 
her assistant, and a receptionist perpetually busy 

‘ Joan’s assistant is Janet Macfarlane, a small, at 


tractive brunette with a large sense of humor. Nan 
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Joan’s husband liked this picture of her best of all. Is 


it because she’s leaving the store to come home and be that 
charming Mrs. Brannigan who loves unexpected company. 
talk, cooking. and Mr. Brannigan? 


Kosoff, the pixie-faced receptionist, is. still in’ her 
teens and Janet SaVvs she’s sure the college boys who 
worked in Gimbels during the summer set some kind 
ot record tor finding excuses to drop by Nan’s desk. 
Its our guess that Joan, Janet, and Nan form one ot 
the most attractive trios of “efficiency experts” in 
New York. 

All three girls arrive at Gimbels at nine in the 
morning. Joan travels by subway from her home in 
Queens, and her day begins when she opens Mr. 
Gimbel’s office. This is a comfortable, oak-paneled 
room that reflects \Ir. Gimbel’s gregarious friendli- 
ness. One look at the wall covered with pictures of his 
many famous acquaintances leaves you wondering, 
not whom he knows, but if there is anyone he doesn't 
know. An opposite wall comes alive with pictures of 
his family and personal friends. Here are photographs 
of his wife, his eldest son, his twin daughters and 
twin sons, and one new addition—an autographed 
photo of Dwight D. Eisenhower. 

The interesting world clock on his desk, which 
tells the time in any part of the globe, was given to 
him when Mrs. Gimbel went +. Korea for the Ameri- 


“ 
q 
~ 


> 
i‘. 
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; 


Joan shows Mr. Gimbel a letter that requires his persona 
attention and comes prepared to take an answer. Whenever 
possible she handles the correspondence herself. 


can-Korean Foundation. “so that he’d know what time 
it was in Korea.” One of Joan’s first tasks in the morn- 
ing is to reset this clock. It stops when the electricity 
is turned off at night. 

Next. Joan tackles the morning mail, opening and 
sorting the varied correspondence before Mr. Gimbel 
arrives. “Although.” Joan adds, “Mr. Gimbel often 
makes an appearance before | get very far. He usu- 
ally keeps a busy 9:30 to 5:30 schedule, with time 
out only for lunch.” 

Joan reads somewhere in the neighborhood of 100 
letters daily, distributing some toé the various de- 
partments they concern, answering others herself, and 
turning the rest over to her boss. Her mail includes 
requests for employment. information on new  prod- 
ucts and inventions, charity requests, invitations for 
\Ir. Gimbel to speak at business meetings or to spon- 
sor various committees. letters commending Gimbels 
stores, and letters of complaint. 

Although most complaints are quickly attended to, 
there are some problems raised that must go unsolved. 
Joan recalls a plaintive note from a New Yorker who 
was disturbed by “noisy and unsanitary” pigeons in 
Herald Square Park opposite Gimbels. Joan wrote 4 
polite note, explaining that her boss has no jurisdiction 
over the park or its pigeons, 

People named Gimbel—or anything like it—write 
frequently, hoping to establish a relationship  witi 
the store family. Letters from all corners of the 
world request that Gimbels branches be opened in 
their vicinities. All must be distributed or answered. 
Some must be interpreted. (Fortunately the Per 
sonal Shopping Department employs interpreters of 
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Philatelists might envy Joan her proximity to the world’s 
largest stamp department. Mr. Jacques Minkus, who’s in 
charge. shows her through one of the displays. 


most languages, and a trip downstairs will usually 
result in the translation of foreign mail. ) 

Mr. Gimbel answers his mail promptly, and Joan is 
busy with dictation and typing most of the morning. 
Telephone business is a constant interruption, and 
Joan gratefully leaves the bulk of the calls to her 
assistant. Of course, there are times when Janet 
refers a particularly difficult caller to Joan. Mr. Gimbel 
couldn't begin to talk to all those who want to speak 
to him personally. It is important that Joan be 
able to handle these people diplomatically and di- 
rect them to the proper persons without hurting 
their feelings. Mr. Gimbel has often commented on 
her ability to do this so capably. 

Around noon Joan reminds Mr. Gimbel of any 
luncheon appointments he may have. Although he 
has three clocks in his office, Mr. Gimbel becomes 
so engrossed in his work that sometimes he is not 
aware of time. 

Often when Mr. Gimbel is rushing off to an out- 
side appointment, he says on his way out, “Come 
on, Mrs. Brannigan. Walk with me.” Joan snatches 
her steno pad and pencil and tries to keep up with 
her boss’s stride while he dictates a quick letter or 
some instructions to be carried out in his absence. 
She usually accompanies him down in the elevator, 
Writing all the time—and attracting very curious 
glances from customers. 

Typical afternoons find Joan finishing her tran- 
scribing and marking correspondence for filing. Her 
tecords include correspondence files dating from the 
mid-twenties, a special file of often-referred-to docu- 
ments, annual reports from all department stores 




















Here. from left to right, are Nan, Joan, and Janet, working 
“assembly line” fashion to get out the thousand-odd Christ- 
mas cards Mr. Gimbel sends to friends each year. 


(which are exchanged co-operatively), and Gimbel 
Brothers’ and Saks’ confidential business charts. 

“One of the many things I admire in Mr. Gimbel,” 
Joan says, “is his willingness to leave office routine 
to me. He never interferes in my work, is always 
understanding, and has a perpetual twinkle in his 
eye. We have a very democratic setup, with all of 
us attending to our special jobs and all pitching in 
when a special project comes up.” 

Long before Christmas, Joan, her assistant, and the 
office receptionist all “pitch in” to make a start on the 
chore of addressing the thousand-odd greeting cards 
that Mr. and Mrs. Gimbel send each year to their 
many friends. 

On St. Patrick's Day, the girls carry out Mr. Gim- 
bel’s custom of sending shamrocks to all his Irish 
triends and associates. Last March, for a change 
he surprised them all by distributing instead many, 
.. but he did not omit the 
usual cards, printed in green, that read: “Bernard 
O’ Gimbel.” 

Unusual situations are forever cropping up, and 
almost no day is without incident. Outstanding to 
Joan is the morning when a tall man came hurrying 
into her office insisting that Mr. Gimbel cash a 
check for him. He complained that he hadn't enough 
identification to 


many cans of Lrish stew 


satisty the credit department. 
They didn't realize that he was a “friend of the 
chief.” 

Joan tried to discourage him tactfully, but he was 
persistent in his demand to talk to “Beanie.” At 
length, Joan had no choice but to consult her boss 
about the stranger. 


“9 


(Continued on page 52) 
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Oh, to be an 


EW YORK CITY played host to this year’s Nation- 

al Secretaries Association convention; and a gay- 
er, more interesting, or more educational convention 
we have yet to see. Beginning Tuesday evening, July 
20, hundreds of secretaries from all over the United 
States began to gather at the Waldorf-Astoria. In the 
hotel’s Coffee Shop, Peacock Restaurant, around the 
lounge, and in every elevator, NSA’ers could be dis- 
tinguished by their smiling faces and their attractive 
gold and blue satin badges with their names and ad- 
dresses clearly lettered above them. Their days were 
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‘SA’er! 
tas BY CONSTANCE H. LUDWIG 


sparked with grooming clinics, fashion shows, business 
education forums—not to mention shopping sprees, 
sightseeing trips, and general camaraderie. High lights 
of the week, of course, were the election of new na 
tional officers and the selection of the Association's 
“Secretary of the Year.” We give you here a “cameras 
eye-view” of just how things looked, but for a clearet 
picture and a great deal of fun, we suggest that next 
year you be at the NSA convention yourself. As a sec 
retary, you know, you are eligible for membership i 
this national secretaries’ organization. 
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I. REGISTRATION. Fifteen hundred sec- 
retaries enrolled for this year’s NSA conven- 
tion. Here, Madeline Barnes, Nancy Tiernan, 
Martha MacDonald, Rosa DeCecca, Joseph- 
ine Robinson, and Jane Walsh get in line: 
while behind the desk, Elizabeth Spofford, 
Anne O'Callaghan, and Lucille M. Hope 


take down all the information. 


2.A VERY POPULAR BOSS. Outstanding 
business organizations had exhibit booths at 
the convention. At one booth. Don Porter. 
stage, screen, and television actor (also, as 
you probably know, he’s the boss, Peter 
Sands, on the television show “Private Secre- 
tary’), posed with NSA’ers while Jane 
Bates, of Polaroid Corporation, snapped 
their pictures. Here, LaDora M. Bolcar, of 
Pennsylvania, pretends Peter Sands is her 


boss 


$. FRIENDLY GET-TOGETHERS. Robert 
Slaughter, who is a member of the Institute 
lor Certifying Secretaries, chats with some 
of the conventioneers between sessions. 
Seated left to right are Virginia Townsend, 
ol Chattanooga; Eunice Beimdiek, of Uni- 
versity City, Missouri; Genevieve Lenz, of 
Niagara Falls (later chosen Sec retary of the 
Year); Eunice Graham, of Washington, 
D.C.; Helen J. Boyle, of Kansas City; and 
Jean Large, of Phillipsburg, New Jersey. 


4. SECRETARY OF THE YEAR! Ann 
Sothern, motion-picture actress and star of 


the “Private Secretary” television show, 


‘rowns Genevieve Lenz, who was chosen 
No. ° ° 
“ecretary of the Year. Standing behind Mrs. 


Lenz are Julia S. Robertson, of Birmingham, 
Alabama, and Nettie Davenport, of Chicago, 
the girls who came in as second- and third- 
place winners in the competition. 


5. HOW THE WINNER IS CHOSEN, 
Fifty-one contestants from twenty-four states 
vied for the title of “Secretary of the Year.” 
To be eligible to « ompete for the award, all 
passed rigid skill tests before coming to New 
York. At the convention itself, the con- 
testants had to go through three more tests 
based on business background, appearance, 
and poise. The last of these tests was a 
job interview before 1500 people! When 
named the winner, Mrs. Lenz's first words 
were, “I can hardly wait to tell my hus 
band!” So warmhearted and sincere a per- 
son is Mrs. Lenz that onlookers joined en- 
thusiastically in her happiness when Niagara 
Falls’ candidate was declared the title 
winner. 


6. JUDGES GIVE THEIR CONGRATU- 
LATIONS. The judges were Dr. Hamden L. 
Forkner, of Columbia University; Mrs. Dale 
Carnegie, and Don Porter. They studied each 
contestant’s qualifications before even seeing 
them in person. Everyone apprec iated the 
dificult job they had before them but cer- 
tainly agreed with their choice. 


7. FASHION SHOW. At the extreme right, 
Mary Gordon, of TWA, was commentator for 
a fashion show. Jay Thorpe clothes were 
modeled, and the styles made a big hit with 
the secretaries, who voohed and ahhhed at 
the beautiful ensembles. 
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8. A BOARD MEETING IN THE SKY. 
Thirty-five members of the NSA, and two 
airline hostesses, board a TWA Super Con- 
President 
Lilyan Miller presided, and Mary Gordon, 
TWA Travel Advisor, played hostess at a 
luncheon and air tour of New York City. 


stellation for a board meeting. 


%. BUSINESS AND EDUCATION SES 
SION. A six-man management panel dis 
cuss “Management in Today's Economy,” as 
related t 


proved to be one of the most interesting 


the secretary. The discussion 


sessions held. The panelists are (from left to 
right) Lowell Jacobsen, director of person 
nel, NBC; Sterling W. Mudge, supervisor of 
training, Socony-Vacuum Oil Company; 
Carl Brorein, president, Peninsular Tele 
phone Company, Tampa, Florida; Robert E. 
Slaughter, vice-president of McGraw-Hill’s 
Gregg Division (moderator): E. Dent 
Lackey, public relations manager, The Car- 
and C. B. Delano, di- 


rector of personnel, Thomas J. | ipton, Inc. 


borundum Company; 


10. RE-ELECTED PRESIDENT. Lilyan 
Miller (Akron, Ohio) was re-elected nation- 
al president of the NSA. The four regional 
vice-presidents are: Cassandra Waterman 
(Niagara Falls, New York), Martha Rosa- 
mond (Spokane, Washington), Jeanelle 
Walker (Chattanooga, Tennessee), Eunice 
Beimdiek (University City, 
Treasurer is Alice K. Cote (Kansas City). 
Helen A. Moe (Des Moines, lowa) is Secre- 
tary. Executive Secretary is Helen J. Boyle 
(Kansas City). Gerardine C. Hill (Pitts- 


burgh, Pennsylvania) continues as editor. 


Missouri). 
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“Save me from the gold brick! I like someone who is 


Advertising secretary Sanders commented, 
willing to do just a little more than the job demands 


and do it pleasantly.” 


And as to the boss's point of view, Business Manager Frank 


Di Toro comments: “I like someone who's honest in every 


way, always aboveboard in his dealings. On top of that, if 


he can think for himself, he’s invaluable.” 





HE DOOR of the office of T. J. Turnball, Vice- 
President in Charge of Sales, Eastern Division, 
swung open, and out came Joan McCall. It was even 
obvious to Ann, who sat way down at the other end of 
the office, that Joan had gotten the promotion. The 
smile and the walk told the story. Joan didn't stop to 
speak to anyone until she reached her best friend, Ann. 
Then she could hold the good news no longer. 
“Oh, Ann, I made it! I’m T. J.’s new secretary, with 
a $10-a-week raise thrown in!” 
“Weil, good luck,” said Ann, although not too heart- 
ily. “You'll need it, with that bear cat. I wouldn’t take 
his abuse for a $100-a-week raise.” 


Dip you EVER Say something you didn’t really mean? 
Did you ever stop to think why you did it? Take Ann, 
for instance. If there was one thing she wanted most 
at that moment, it was to be T. J. Turnball’s new sec- 
retary. You were really top dog in the office when 
you got to work for Thomas Jefferson Turnball, even 
if he did roar a bit at times. And Ann felt that she 
was better qualified for the job than her friend Joan. 
She had been with the company three months longer, 
she typed faster, could take the speediest dictation, 
and made fewer mistakes. 

These were facts, and Ann was tempted to go in 
and tell old T. J. so. The truth is, however, that old 
T. J. knew these things, but he also knew that Ann 
had certain personality defects that eliminated her. 





Junior executive Bob Antes told us: 
that, I calm, 
takes it easy, and gets the job done without a lot of 
fire whistles and skyrockets.” 


“| prefer a person 


who's quiet—by mean someone who's 


DO YOU WANT 
TO BE LIKED? 


BY JOHN P. WHITCOMB 


Ann wasn’t always pleasant. It was true that she sel- 
dom made a mistake, but it was also true that she 
took great joy in pointing out the mistakes of others. 
She frequently complained about the way the com- 
pany was run—about the mail boys (because they 
sometimes put things in the wrong boxes), and about 
the telephone operators (because calls occasionally 
came in on the wrong extensions). However, if Ann 
had had the nerve to go in to see T. J., the chances 
are that he would not have told her about these things 
—at least not directly. He would have talked about 
Joan’s pleasant personality and her fine company 
spirit. Ann would have come out convinced that T. J. 
was just prejudiced against her. 


THIS STORY ABOUT ANN tells us two things. First, our 
personality can be pretty complicated. We sometimes 
say one thing when we mean another, although we 
are not always sure why. And, secondly, we are apt to 
be the last to be told about our own faults. The peo- 
ple we like either put up with us or don’t tell us; and, 
those we don't like, we wouldn't believe anyway. 
So it seems that the best way to understand your 
own personality is to check it yourself. This isn’t easy, 
because we often have a hard time being completely 
honest with ourselves; but we should try to get as 
clear a picture of ourselves as possible. Ann is not 
an unusual girl. She gets along well enough. She is 
accepted by the others but is not sought after. Ann 
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Audrey Bivone gives us another secretary's point of 


view. “A girl who’s considerate and easy to get along 
with—-whether she’s your roommate or the girl at the 


next desk—is nice to have around 


Here’s how you can acquire 
the kind of personality 


that others admire 


sometimes wonders about this and realizes that she 
isn't as popular as she should be. But Ann doesn't 
make the extra effort it takes to be likable. She 


would be happier and undoubtedly more successful 


if she would analyze her faults and do something to 
remedy them. 

The experts tell us that personality is really the 
outward evidence of character—the way we react to 
all situations. This includes practically everything 
about us, even the way we dress. Personality is not 
the ability to make a good impression on someone at 
any particular moment. Ann could be just as loyal 
and pleasant as Joan in any one situation—if she 
wanted to. Personality is like a habit; it’s the way 
you usually respond. To improve your personality, 
you will have to start now and work on it for a long 
time. If you bank on having a good personality at 
the right moments—only “when it counts”—you’re fool- 
ing nobody but yourself. 


Way Nor CHECK TO SEE if you have the traits people 
like best? Here’s a chance to find out for yourself. 
For several years, college students taking night courses 
in psychology have turned in reports on the traits 
they admired most in others, The reports are always 
so much alike that it is an easy matter to pick the 
twenty most valued traits. The list here is made up 
With the most frequently mentioned traits given first. 
Following each is a typical college-student comment. 






How DO YOU RATE ON THESE TWENTY MOstT DESIRED 
TRAITS? 

1. Neatness and cleanliness. “Nothing discourages 
romantic ideas faster than the discovery that the ob- 
ject of your affection hasn't had a bath recently.” 

2. Courtesy and good manners. “I like to go out 
with a person who knows which fork to use and who 
has Emily Post’s rules down pat. Good manners show 
youre in the know.” 

3. Cheerfulness and pleasantness. “I had to work 
next to the original Gloomy Gus. Was I glad when he 
got transferred!” 

4. Smartness in dress. “If you don’t have good 
clothes sense, you have two strikes against you right 
from the beginning.” 

5. A sense of humor. “A good sense of humor is in- 
dispensable. It gets you over lots of rough spots in 
life.” 

6. Sociability. “1 like a man who can make a smooth 
introduction and who knows how to mix easily with 
all types of people.” 

7. Intelligence. “I don’t go for the intellectual who 
knows nothing but $2 words, but I still think that 
some gray matter in the skull is essential.” 

8. Honesty and uprightness. “I can’t stand dis- 
honest and tricky people. If a person is dishonest 
in little things, I’m always afraid he will be dishonest 
in big things.” 

9. Co-operativeness. “We all admire the girl who 
is always willing to pitch in and help when there is a 
job to do.” 

10. Conversational ability. “I like a fellow who can 
carry his end of the conversation, and I don’t mean 
just a line.” 

ll. Attractive appearance. “To me, good looks aren't 
everything—but an attractive appearance always helps.” 

12. Fairly good education. “Ten college degrees 
arent necessary, but people prefer someone who isn't 
completely dumb about what’s going on in the world 
today.” 

13. Sincerity. “I don't like the person who's always 
scheming, always trying to use someone else to get 
himself ahead. I like a person | can trust.” 

14. Dependability. “I like to know that I can count 
on a person to do what he says he will do.” 

15. Ambition to succeed in life. “I like the person 
who knows where he is going in life.” 

16. Good sportsmanship. “I never knew anyone who 
didn’t admire a good sport.” 

17. Good posture and carriage. “The girl who 
slumps at her desk or the fellow who always slouches 
along certainly doesn’t make a good impression.” 

18. Naturalness. “I like a natural person. Deliver me 
from the affected Hollywood type!” 

19. Punctuality. “I appreciate the lunch date who 
realizes I have to be back at one o'clock and doesn't 
arrive ten minutes late.” 

20. Tact. “Saying the right thing at the right time is 
a knack. We all suffer for the one who puts his foot in 
it all the time.” 


(Continued on page 54) 
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“SPELL IT, PLEASE” Secretary? 


i pe PROBABLY FELT rather clever when she hit on 
the idea of asking her new boss to spell difficult 
names and technical terms. The brief pause gave her 
time to write out the word and saved looking it up 
later. But her habitual “Spell it, please” almost cost 
Nancy her first secretarial job. 

Nancy was a good stenographer during her “pool” 
days. When assigned to the Order Department or Pur- 
chasing Department, she seemed very competent. In 
these situations she was taking much the same kind 
of dictation that is given in the shorthand textbooks. 
The words and phrases were “old stuff.” 

As secretarial consultant here at Harkins Manu- 
facturing Company, I soon hear all the praises and 
complaints about our beginning stenographers. We 
watch these girls very carefully, for there are always 
secretarial positions that we are trying to fill. Nancy 
looked like a good bet. She was a good stenographer 
and, in addition, she was well liked. Personality, in- 
dustry, and co-operativeness are extremely important 
in obtaining a position and in advancing, once a ste- 
nographer is on the job. However, they’re no substitute 
for thorough shorthand training. 

Well, to get back to Nancy. Here was one girl who 
seemed ready for a step up. We placed her with our 
Director of Research and sat back with a feeling of 
satisfaction—but not for long. Nancy’s new boss did not 
reflect our feeling of satisfaction. 

The Director said that Nancy was forever interrupt- 
ing his dictation to ask him to “spell it, please.” She was 


completely at a loss whenever he dictated a technical 
term. With names other than Smith, Jones, Brown, etc., 
she was stumped. 

I was puzzled, because Nancy seemed to be a com- 
petent stenographer. But further investigation revealed 
that she had been so popular as a student that she 
had been inclined to skim through her studies, includ- 
ing shorthand. Now that she was faced with more 
difficult dictation, the weak spots in her training came 
to light. 

This meant that I was faced with the choice of pro- 
viding shorthand help for Nancy or of demoting her 
to her lower-level job where she did satisfactory work. 
| decided to give her a chance to hold the secretarial 
position. . 

We felt that we could afford an intensive three-week 
refresher for her, and we paid her salary while she 
studied. There she learned how to write shorthand out- 
lines for every word she heard. She had been weak in 
shorthand theory and could not create outlines for 
any words she had not studied. 

We suggested that she spend any free moments she 
might have checking previous correspondence in the 
files and making note of unusual terms and names her 
boss used frequently in his dictation. We pointed out 
that some stenographers find it helpful to scan the 
trade magazines for technical words frequently used. 
Nancy followed these suggestions. 

Recently, Nancy’s boss recommended her for at- 
other raise. She got it, too, We felt she’d earned it. 
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What it’s like to bea 


medical 


ry\O BE A GOOD medical secretary, you have to be a 

| very special sort of person. You have to be a most 
understanding person, warm with kindly interest in 
the problems of others—and yet discreet with your 
sympathy. You have to be helpfully patient with al- 
most everyone—with your doctor, who simply won't 
look at a clock or remember he’s a businessman; with 
his clients, who may be twice—or only half—as ill as 
they think. And you have to be wonderfully compe- 
tent yourself—so competent that you can handle all 
Matters Secretarial with only half a thought, leav- 
ing you free for attention to other aspects of your 
demanding, but oh! so wonderful, job. 


\t least, that’s what medical secretaries say. 


THERE ARE MANY different kinds of medical secretar- 
les, as youd guess: and the one whose work is most 
like that of other secretaries is the person who works 
in the office of a hospital or clinic. 

Indeed, it is hard to find much difference between 
green-walled, soundproofed, air-conditioned hospital 
offices and those of any prospering firm. The office 
staff—including you, the medical secretary—work a 
()-hour week, have your holidays, get a vacation, 
probably are given free medical insurance. 

You spend your working hours with medical rec- 
ords, patients’ accounts, transcriptions, appointments, 
and normal secretarial duties. One thing is different: 
youll probably find a higher proportion of dictation- 
machine transcription than in other secretarial posi- 
tions, for many doctors do their business dictating 
to a machine late at night on the days when they 
have daytime ofhce hours for patients. 


lr You ARE one of those persons who think of a medi- 
cal secretary as a kind of white-clad Florence Nightin- 
gale with a pen in her hand instead of a lamp, you 
would come down to earth in a hurry if you were to 
chat with Marguerite Dodge, who is secretary to the 
head of Sutter Hospital, in Sacramento, 

“Look,” she'll tell you as she did me, “hospitals 
have to bill accounts, post credits, handle records, 
Prepare payrolls, deal with personnel problems, and 
so on, just like any other business—” 

You notice with some disappointment, mingled with 
approval and perhaps some relief, that Marguerite is 
dressed just as she would be if she worked in a bank 
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seeretary 


BY HELEN WATERMAN 


vice-president’s office instead of a hospital office— 
she’s neat, chic, and has that: “clean and alert” look. 

“—and,” she went on, “your duties depend on those 
of your employer. Dictation included, of course.” 
How po you Ger A jos like hers? “You start at the 
bottom—perhaps as secretary to a small-town doctor,” 
said Marguerite, remembering the desert community 
of Indio, California, where she started. 

I must have sniffed. 

“No,” she smiled, “no odor of disinfectant here— 
not in a hospital business office.” She added thought- 
fully, “As a matter of fact, your only contact with 
patients is when they come in to register and when 
they stop to pay their bills on the way out.” 


But supPOsE you worked in a mental institution? Ask 
Biona Chilcott, who is a Civil Service secretary in a 
Southern California community clinic. 

“It takes steady nerves, all right,” says Biona, “but 
not because of the patients themselves. The trouble is, 


and this is true of secretaries in any field 6f medicine. 
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that you are sorely tempted to worry about your pa- 
tient’s problems. Your heart—well, it just goes out to 
them.” 

When she was applying for her post as secretary to 
the distinguished Dr. Benjamin B. Faguet, he asked 
her, “Tell me honestly, do you think you will be able 
to go home at night and let all these problems fall off 
your shoulders?” No matter how detached and _ busi- 
nesslike a medical secretary may be, the human con- 
cern of her doctor-employer for particular patients 
transfers to the heart of the secretary, too, unless she 
rigidly disciplines herself. 


INDEED, IT IS THE IMPORTANCE of personal attitudes and 
attributes that, in large measure, distinguishes medical 
secretaryship from other secretarial fields. Frances 
Blumensheim, who is secretary to a doctor extremely 
active in the associations and meetings of the medical 
profession (Dr. Ray Blancheri), talked very frankly 
about attiudes. 

“Some girls,” she said, “have risen to the needs of 
others ever since childhood—they liked to play nurse 
even as youngsters. But, then again, there are some 
who are revolted at the very thought of blood or pain. 
Physicians and dentists do not expect their secretaries 
to be nurses or scrubwomen; but the girl who is 
squeamish or who flinches from lending a hand in an 
emergency should stay out of this work. Medical secre- 
taries have to be grown-up in their attitude toward life 
and people.” 

Frances, incidentally, has had quite a career. She was 
graduated from Gregg College, in Chicago, and be- 
came a secretary. One day her dentist called her. “How 
would you like to be my secretary?” he asked. She 
thought it would be different, and it was: she ended up 
serving three dentists as their secretary. 

She grew into something of an expert on dentists’ 
accounting systems and later traveled all over this 
country helping dentists set up their records; then she 
joined Doctor Blancheri. 


WORKING FOR ONE MAN is different from working in a 
hospital office, I learned from Katherine Kirkpatrick, 
who is secretary to a pediatrician. 

“The hours are not quite so regular,” she explained. 
“Patients don’t get sick in accordance with doctor’s 
office hours, although—” 

She paused to laugh for a moment. 

“—although they do seem to have a knack of wanting 
to see the doctor just as you are locking up the office at 
the end of visiting hours.” 

It’s no job for one who simply must leave at a certain 
hour,” Katherine stated. “And you must not even hint 
at your wish that the patient had shown up at some 
other time. You have to realize that people who are ill 
get all kinds of notions. You have to be able to charm 
away a scowl, to calm down hysterics, to inspire with 
new courage—even while your own after-five date is 
waiting down the corridor, You really have to care 
about people.” 


THE puties of a medical secretary vary, depending on 
the type of office in which she finds herself. In a 
hospital office, she may be a regular business-type 
secretary—a taker of dictation, maker of appointments, 
mailer of reminders, sender of bills, and so on. In a 
doctor’s or a dentist's office where there is also a medi- 
cal or dental assistant, the secretary may do all the 
secretarial and recordkeeping work, including the filing 
of patients’ case histories and paying of the doctor's 
bills. 

In a doctor's or a dentist’s office where the secre- 
tary is the doctor's whole staff, she may be a combina- 
tion receptionist, secretary, bookkeeper, and medical 
assistant—although one can hardly be the latter, nowa- 
days, without special training. 

The work of helping the doctor as his medical 
assistant is becoming more and more technical. If one 
is already a skilled secretary, it is possible to get the 
extra training in a year’s study at some special school 
(particularly in a junior college like the one at High- 
land Park, Michigan). If one must train to be both a 
secretary and a medical assistant, she really needs at 
least two years’ study after high school. The medical 
assistantship requires knowledge of biology, of how to 
drape a patient, how to do some types of elementary 
lab analysis work, basic nursing, ete. 


THE AMOUNT OF INSURANCE WORK, maintenance of case 
histories of patients, and correspondence will vary with 
the type of doctor. An allergist’s cases are usually re- 
ferred to him by other doctors. An eye, ear, nose and 
throat specialist will, like the allergist, have heavy cor- 
respondence with other doctors. A surgeon may prefer 
to dictate in his own office (rather than at the hospital ) 
the “physical and history” that is a preoperative 
requirement. 

Most medical secretaries, like all medical workers, 
are vaccinated and immunized and contract no more 
diseases than other groups of workers who are in con- 
tact with the general public. But (to echo Katherine 
Kirkpatrick once more) the girl who worries about 
contagion or “will nearly faint under her desk at the 
sight of blood and just wave the patient down the hall’ 
is in the wrong spot if she turns to medical secretary- 
ship. 


BUT THE RIGHT GIRL finds something immensely reward- 
ing in this career field. True, the work pays only what 
is paid for comparable responsibilities in other kinds of 
office work. True, the oath of secrecy, of keeping pa-> 
tients’ troubles confidential, is as sacred for secretaries 
as for doctors (and oh! what things there would be to 
talk about if only your lips were not so very firmly 
sealed ). 

But, just the same, to the person who cares about 
and for other people, who takes pride in doing work 
that is of more than ordinary importance, who views 
life’s facts squarely and as a mature adult, there is 
nothing that compares with being a medical sec- 
retary! 
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BY HAZEL PAULSON 





Illustrated by GORDON DRAPER 


HEN YOU KNOW HOW to get special emer- 

gency services for your boss without much fuss 
or bother, you've taken a big step toward acquiring 
a reputation for efficiency. A truly efficient secretary 
not only performs little extra services, she knows 
where to get them done. 

One of the basic tools you'll use to get almost any 
special service for your boss is your telephone book, 
particularly the Classified Section, or yellow pages. 
Firms offering any sort of service that your office may 
need are listed in the classified section of your phone 
book—various office-machine repair services, window 
cleaners, linen service, messenger service, rubber 
stamps, rubbish removal, office machines to rent or 
buy, caterers for office parties, printers, employment 
agencies. 

It's a good idea to keep a small card file with the 
name, address, and telephone number of each firm 
Whose services you use frequently—listed by service 


EMERGENCIES 


rather than by name, just as your telephone book does. 

In this service file, you would, of course, include the 
telephone number of your nearest post office, your 
local Railway Express Agency (which also takes 
care of Air Express), your nearest Western Union 
office, all railway stations and airlines. 


TRY TO FAMILIARIZE YOURSELF with all the services 
available to you before you need them. Inquire about 
the kind of service various firms give. Is it fast, slow, 
reliable? Unless cost is no object (it nearly always is, 
though), you should inquire about the rates charged 
by firms you may need to do business with in the 
future. When you want service, you usually want it 
in a hurry, so it’s well to be prepared. Business people 
understand this and are generally helpful and co-oper- 
ative, glad to give you any of the details that you 
might need. 

If you find wide price variations between two firms 
offering the same service, there may be a reason. 
And you won't find out what the reason is unless you 
ask. Generally, it’s a good idea to discuss the cost of 
various services with your boss. Good service, like 
good merchandise, sometimes costs more, But your 
boss may be quite willing to pay the difference. How- 
ever, it is unwise to work on the assumption that the 
most expensive is always the best. You might ask your 
secretary friends if their companies use any outside 
services. Perhaps they can make some worth-while 
recommendations. 


DoEs YOUR BOSS DEPEND ON you to do his gift shop- 
ping for him? If so, there will inevitably come the 
day when you are up to your ears in work and he asks 
you to pick up a gift for his Aunt Minnie. Did you 
know that most major department stores have a per- 
sonal shopper who will pick out the item for you, have 
it wrapped and delivered? This service is free. If the 
store does not make same-day deliveries, it will still 
save time to call and have the gift ready and waiting 
for you at a convenient point when you arrive at the 
store. 

Next time your boss forgets the special anniver- 
sary of an out-of-town friend or relative until the 
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very day it arrives, mention Western Union's Gift 
Service. He can wire almost any gift he can think of, 
and it will be delivered with his message that same 
day. As you probably know, he can also wire flowers 
or money if that would be more suitable. 


Ir YOUR BOSS IS TRAVELING to another city where he is 
not familiar with the hotels and your office doesn't 
have a Hotel Redbook, Western Union can help you. 
Recently, they've added a hotel reservation service. 
You just call Western Union, ask for the reservation 
desk, tell them the kind of reservations you want 
(a single room, a double, a suite) and approximately 
what you wish to pay. They do the rest. Cost of this 
service is the cost of a wire to the city where the 
reservations are to be made, plus the return wire con- 
firming the reservation. 

Perhaps your boss is called out of town suddenly 
and must leave before a reply comes. When he reaches 
his destination, he just walks into the nearest phone 
booth or Western Union office and asks the Western 
Union reservation desk at which hotel they made 
reservations for him. 

Ask for “The New Western Union Telegrammar” 
next time you're near one of their offices. It describes 
other services not listed here. For instance, when you 
need something picked up or delivered, Western Un- 
ion’s messenger service is as handy as your telephone. 
However, if you need this service very often, you 





might prefer to set up an account with an establish- 
ment specializing in messenger service only. 


TO HELP YOU GET RUSH Jobs OUT in a hurry, printers 
usually have a free pickup and delivery service. So 


do many tailors, and the name of a good tailor or dry 
cleaner should be in your file. Oh, yes, your boss may 
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bring a suit in and ask you to have it pressed. Per- 
haps he’s catching an afternoon train. 

And speaking of afternoon trains, suppose your boss 
has left on a trip and you discover he’s forgotten his 
brief case. You know it contains many important and 
valuable papers. He'll be frantic! What can you do? 

First you'll want to set his mind at rest. Call West- 
ern Union, tell them which train your boss left on, 
what time it: left, and what his name is. Your wire 
will reach him while he’s still on the train. Tell him 
you found his brief case at the office and that it is 
being sent to him at his hotel. 

You then call your local Railway Express Agency 
and ask them to pick up an Air Express package. (As 
you know, Air Express is a division of the Railway Ex- 
press Agency. And we'll assume the boss is going 
quite a distance away—otherwise you'd use regular 
express.) Or take it over to them if necessary. 


WHEN SENDING A PIECE OF BAGGAGE or that brief case 
by express, you don’t have to wrap it. They have a 
special seal for luggage and brief cases. Other items 
should be carefully packaged to avoid damage en 
route. Since the brief case contains valuable papers, 
you would request that it be handled under signature. 
At anytime that you send anything of value by ex- 
press, you can ask for this special service. Valuation 
coverage up to $50 is provided at no extra cost; you 
pay 18 cents for each extra $100 of valuation, besides 
the express charges. You can send express parcels 
either prepaid or collect. If you are short of petty cash, 
you can let the boss pay the charges at his end of the 
line. However, most firms have charge accounts with 
the R.E.A. 

When you ship by the Railway Express Agency 
you have the advantage of their door-to-door pickup 
and delivery and receipts for both shipper and con- 
signee, at no extra cost. 

If you find it necessary to mail many packages on 
your job, it would be helpful to pay a visit to your 
local post office to learn how to get the best service 
for your needs. There are many different classes of 
mailings and various types of services available. There 
are also regulations governing the size, weight, and 
valuation that can be placed on packages. 

If speed is not of great importance, .you will often 
save money by shipping parcel post. But it is always 
a good idea to check the cost of the kind of mailing 
you want against Railway Express rates. 

These are only a few of the most usual services that 
might be required in any office. Your office may have 
need of others. So make up your own service list and 
be prepared for the next office emergency before it 
happens. 
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If the Situation 
Is Drastic... 





BY J. GEORGE FREDERICK 


N YOUR OFFICE, a grease spot on your boss's 
| lapel, or a missing button, might fall into the 
“Emergency classification. Everything that you need 
to cope with these situations is at your finger tips. But 
full-ledged, serious emergencies occur too, drastic 
situations that call for drastic action. The mature, 
competent office worker must find a way of meeting 
them; and the more she knows in advance, the easier 
it will be to find that way. 

Whether it’s a case of death, illness, or merely an 
extended business trip, there are items of information 
about her employer that a secretary is entitled to 
know, even though they come under the head of 
Most of items are in the 
form of documents. If your employer is inclined 


personal affairs. these 
to feel that no one but his wife has a right to handle 
his personal papers in the event of his illness or 
death, you might remind him (very, very tactfully 
that your direct, day-to-day contacts with the business 
world make you better qualified to deal with docu- 
ments than the average wife. 


WHAT ARE SOME OF THE FACTS that you should have 
on file? Things like these: 

Krys to your boss’s safe-deposit box. Where are 
they? 

INSURANCE. Besides life insurance policies, find out 
about hospitalization, surgical, health and accident, 
and employee benefits. Know the name of his insur- 
ance broker and the due dates on all premiums. 

LecaL Papers. Where are his will, birth certificate, 
deeds to property, automobile registration? 

FINANCIAL Papers. Ask for the location of things 
like bonds, stock certificates, U. $. savings bonds, 
savings-account books. 

Taxes. Know where to find tax returns for five 
years back, tax receipts on real property. Find out 
when tax payments are due. 

Dents. You should know how much his mortgage 
payments on real estate amount to, and when they are 
due. The same applies to any other debt and interest 
payments that must be made. 

Property. Try to get a description of family jewels 
and their location, as well as an inventory of house- 
hold goods. 
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AT LEAST AS IMPORTANT as any of these items is a 
list of names, addresses, and telephone numbers of 
people involved in your employer's personal affairs— 
his lawyer, his banker, his doctor, his nearest rela- 
tives. And not only should you have his own home 
telephone number, but you should make sure he has 
yours. Probably the best place to keep a list of this 
kind is on the leaf of your desk—fastened on with 
glue or cellophane tape—or in a handy card file. 
Anyway, let your office associates know where it is. 





The problem of cash for emergency use can be 
solved easily enough if your boss is willing to co-oper- 
ate. Get him to set up a special checking account 
requiring a co-signature; then he can sign checks in 
advance, and you can make them negotiable by adding 
your signature. This can prevent a sudden legal tying 
up of all bank balances in case of his death, and can 
enable the family or business to carry on. 


LET'S FACE THE FACT that emergencies sometimes arise 
in which no amount of advance planning can take the 
place of a cool head. If a burglar enters your office 
with drawn gun, your personality will dictate whether 
you scream, throw a paperweight at him, faint dead 
away, or note details of his appearance and manner 
isms for a later report to the police. In case of fire, you 
may become hysterical; on the other hand, you may 
be perfectly capable of using that fire extinguisher 
whose location you have fixed in your mind before- 
hand. If you hear a noise in your boss’s office and find 
him slumped over his desk unconscious, you may 
endanger his life by moving him; or you may save it 
by dialing the telephone operator, saying, “Emergency 
—call an ambulance with a doctor,” and giving the 
address. If two members of the firm appear to be on 
the verge of a fist fight, you may sit there trembling, or 


you might smile and say some- (Continued on page 50) 
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very day it arrives, mention Western Union's Gift 


Service. He can wire almost any gift he can think of, 
and it will be delivered with his message that same 
day. As you probably know, he can also wire flowers 
or money if that would be more suitable. 


Ir YOUR BOSS IS TRAVELING to another city where he is 
not familiar with the hotels and your office doesn't 
have a Hotel Redbook, Western Union can help you. 
Recently, they've added a hotel reservation service. 
You just call Western Union, ask for the reservation 
desk, tell them the kind of reservations you want 
(a single room, a double, a suite) and approximately 
what you wish to pay. They do the rest. Cost of this 
service is the cost of a wire to the city where the 
reservations are to be made, plus the return wire con- 
firming the reservation. 

Perhaps your boss is called out of town suddenly 
and must leave before a reply comes. When he reaches 
his destination, he just walks into the nearest phone 
booth or Western Union office and asks the Western 
Union reservation desk at which hotel they made 
reservations for him. 

Ask for “The New Western Union Telegrammar’™ 
next time you're near one of their offices. It describes 
other services not listed here. For instance, when you 
need something picked up or delivered, Western Un- 
ion’s messenger service is as handy as your telephone. 
However, if you need this service very often, you 





might prefer to set up an account with an establish- 
ment specializing in messenger service only. 


TO HELP YOU GET RUSH JOBS OUT in a hurry, printers 
usually have a free pickup and delivery service. So 
do many tailors, and the name of a good tailor or dry 


cleaner should be in your file. Oh, yes, your boss may 
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bring a suit in and ask you to have it pressed. Per- 
haps he’s catching an afternoon train. 

And speaking of afternoon trains, suppose your boss 
has left on a trip and you discover he’s forgotten his 
brief case. You know it contains many important and 
valuable papers. He'll be frantic! What can you do? 

First you'll want to set his mind at rest. Call West- 
ern Union, tell them which train your boss left on, 
what time it left, and what his name is. Your wire 
will reach him while he’s still on the train. Tell him 
vou found his brief case at the office and that it is 
being sent to him at his hotel. 

You then call your local Railway Express Agency 
and ask them to pick up an Air Express package. (As 
you know, Air Express is a division of the Railway Ex- 
press Agency. And we'll assume the boss is going 
quite a distance away—otherwise you'd use regular 
express.) Or take it over to them if necessary. 


WHEN SENDING A PIECE OF BAGGAGE or that brief case 
by express, you don't have to wrap it. They have a 
special seal for luggage and brief cases. Other items 
should be carefully packaged to avoid damage en 
route. Since the brief case contains valuable papers, 
you would request that it be handled under signature. 
At anytime that you send anything of value by ex- 
press, you can ask for this special service. Valuation 
coverage up to $50 is provided at no extra cost; you 
pay 18 cents for each extra $100 of valuation, besides 
the express charges. You can send express parcels 
either prepaid or collect. If you are short of petty cash, 
you can let the boss pay the charges at his end of the 
line. However, most firms have charge accounts with 
the R.E.A. 

When you ship by the Railway Express Agency 
you have the advantage of their door-to-door pickup 
and delivery and receipts for both shipper and con- 
signee, at no extra cost. 

If you find it necessary to mail many packages on 
your job, it would be helpful to pay a visit to your 
local post office to learn how to get the best service 
for your needs, There are many different classes of 
mailings and various types of services available. There 
are also regulations governing the size, weight, and 
valuation that can be placed on packages. 

If speed is not of great importance, you will often 
save money by shipping parcel post. But it is always 
a good idea to check the cost of the kind of mailing 
you want against Railway Express rates. 

These are only a few of the most usual services that 
might be required in any office. Your office may have 
need of others. So make up your own service list and 
be prepared for the next office emergency before it 
happens. 
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If the Situation 
Is Drastic... 





BY J. GEORGE FREDERICK 


N YOUR OFFICE, a grease spot on your boss's 
| lapel, or a missing button, might fall into the 
“Emergency” classification. Everything that you need 
to cope with these situations is at your finger tips. But 
full-lledged, serious emergencies occur too, drastic 
situations that call for drastic action. The mature, 
competent office worker must find a way of meeting 
them; and the more she knows in advance, the easier 
it will be to find that way. 

Whether it’s a case of death, illness, or merely an 
extended business trip, there are items of information 
about her employer that a secretary is entitled to 
know, even though they come under the head of 
personal affairs. Most of 
form of documents. If your employer is inclined 
to feel that no one but his wife has a right to handle 
his personal papers in the event of his illness or 
death, you might remind him (very, very tactfully 
that your direct, day-to-day contacts with the business 
world make you better qualified to deal with docu- 
ments than the average wife. 


these items are in the 


WHAT ARE SOME OF THE FACTS that you should have 
on file? Things like these: 

Krys to your boss's safe-deposit box. Where are 
they? 

INSURANCE. Besides life insurance policies, find out 
about hospitalization, surgical, health and accident, 
and employee benefits. Know the name of his insur- 
ance broker and the due dates on all premiums. 

LecaAL Papers. Where are his will, birth certificate, 
deeds to property, automobile registration? 

FINANCIAL Papers. Ask for the location of things 
like bonds, stock certificates, U. S. savings bonds, 
savings-account books. 

Taxes. Know where to find tax returns for five 
years back, tax receipts on real property. Find out 
When tax payments are due. 

Dents. You should know how much his mortgage 
payments on real estate amount to, and when they are 
due. The same applies to any other debt and interest 
payments that must be made. 

Property. Try to get a description of family jewels 
and their location, as well as an inventory of house- 
hold goods. 
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AT LEAST AS IMPORTANT as any of these items is a 
list of names, addresses, and telephone numbers of 
people involved in your employer's personal affairs— 
his lawyer, his banker, his doctor, his nearest rela- 
tives. And not only should you have his own home 
telephone number, but you should make sure he has 
yours. Probably the best place to keep a list of this 
kind is on the leaf of your desk—fastened on with 
glue or cellophane tape—or in a handy card file. 
Anyway, let your office associates know where it is. 
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The problem of cash for emergency use can be 
solved easily enough if your boss is willing to co-oper- 
ate. Get him to set up a special checking account 
requiring a co-signature; then he can sign checks in 
advance, and you can make them negotiable by adding 
your signature. This can prevent a sudden legal tying 
up of all bank balances in case of his death, and can 
enable the family or business to carry on. 


LETS FACE THE FACT that emergencies sometimes arise 
in which no amount of advance planning can take the 
place of a cool head. If a burglar enters your office 
with drawn gun, your personality will dictate whether 
you scream, throw a paperweight at him, faint dead 
away, or note details of his appearance and manner- 
isms for a later report to the police. In case of fire, you 
may become hysterical; on the other hand, you may 
be perfectly capable of using that fire extinguisher 
whose location you have fixed in your mind before- 
hand. If you hear a noise in your boss’s office and find 
him slumped over his desk unconscious, you may 
endanger his life by moving him; or you may save it 
by dialing the telephone operator, saying, “Emergency 
—call an ambulance with a doctor,” and giving the 
address. If two members of the firm appear to be on 
the verge of a fist fight, you may sit there trembling, or 


you might smile and say some- (Continued on page 50) 
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BY ADRIENNE FROSCH 


HE COPYHOLDER of today 
has found its place among the 
secretary's “tools of the trade.” It 
makes work easier whether it is 
used to hold your steno notebook or 
the ledger pages, crowded with 
figures, that have to be transcribed 
onto a typewritten page. If you 
can recall the days when you had 
no copyholder (or if, horror of 
horrors, you still don't have one), 
you know how difficult it is to read 
and type, at the same time, a page 
of figures or handwritten notes that 
are lying flat. Your eyes and neck 
have to exert so much motion that 
the transcribing process becomes 
long and tedious. 
Today, however, thanks to copy- 


holders, the material you are copy- 
ing can be either directly in front 
of your eyes (the direct-view style ) 
or comfortably positioned just at 
eye level to one side of your type- 
writer (the plate style). 


Most DIRECT-VIEW COPYHOLDERS 
come equipped with either a foot 
treadle or a lever positioned just to 
the left or right of the typewriter 
frame, near the shift-lock key. 
When pressed, either of these de- 
vices will automatically move the 
material up or down—elevator fash- 
ion—thus making it possible for 
the line guide to point out the exact 
line you are typing. With this type 
of copyholder, the material is al- 
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ways directly in front of you—elim- 
inating even the slightest turning 
of your head. 

The plate-style copyholder may 
or may not include a line guide. 
If it does, it may work automati- 
cally (operated by pressing a con- 
veniently placed lever ), or you may 
have to position it by hand yourself. 

Today, your copyholder can be 
a very expensive model, or you may 
go to the other extreme—it all de- 
pends on your personal choice and 
your pocketbook. 

Regardless of which model you 
have or would like to have, you 
will always benefit from the use 
of a copyholder. It prevents your 
developing that tired feeling that 
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you notice in the back of your neck 
after a hard day of bent-head copy- 
ing! Another plus factor is the in- 
crease in your speed and accuracy 
improved visibility makes possible. 

Copyholders allow correct pos- 
ture at all times and eliminate the 
dark shadows that your typewriter 
will sometimes cast on a notebook 
that is lying flat. 


THE PRODUCTS ILLUSTRATED on 
these pages are the most widely 
used models on the market today. 
You will probably be surprised to 
see so great a variety; but, nowa- 


days, there is a copyholder for 
every circumstance—and it can 
range in price from $1.30 to $58. 






















Some versions of the direct-view copyholder: 


1. Line-A-Time, Remington Rand, Inc., 315 Fourth Avenue, New York 
10, New York. Price range is approximately $34 to $50, depending on 
size. 

2. Pres-to-Line, Pres-to-Line Corporation of America, 2339 Cotner Ave- 
nue, Los Angeles 64. California. Price range is approximately $46 to 
$58, again depending upon size. (This company also manufactures a 
pedestal model with foot treadle that is especially well suited for use 
with bookkeeping machines. ) 

3. ErrorNo, The Hall Welter Company, Inc., Rochester 20, New York. 
Price range is approximately $31 to $45. 

1. Copy-Right, Curtis-Young Corporation, 110 West 18 Street, New York 
11, New York. Price is approximately $35 (only one model). 


Plate-style copyholders with manually operated line guides: 


5. Flick-a-Line, Franklin Table Company, 116 North Fourth Street, 
Louisville 2, Kentucky. Priced at approximately $5.50. 

6. Stand-By, Curtis-Young Corporation, 110 West 18 Street, New York 
11, New York. Approximately $7. 

Va-Co, The Pettersen Manufacturing Company. Inc., P.O. Box 1588. 
Santa Barbara, California. About $12, Ma-Co is also referred to as the 
magnetic copyholder. The line adjuster works with finger-tip control and 
captures one or more lines at a time. (Not illustrated.) 


Plate-style copyholders without guides: 


7. Liberty, Bankers Box Company, 720 South Dearborn Street, Chicago 
5, Illinois. Priced at about $1.30. 

Active, Stellar Tool and Manufacturing Company, 'ne., 93-34 170 
Street, Jamaica, Long Island, New York. Costs about $2.50. All steel. 
this copyholder is collapsible and adjustable. (Not illustrated.) 


A plate-type copyholder with an automatic line guide: 


8. Cop-E-Eez, Lansdale Products Corporation, Box 568, Lansdale, Penn- 
sylvania. About $17. 


A roller-type copyholder with automatic elevator control 
and guide ruler: 
9. Rite-Line, Rite-Line Corporation, 4209 39 Street, NW, Washington 


16, D.C. Approximately $18. (Also available with this copyholder is a 
Line-Magnifier at a slight additional cost. ) 
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Can be Teasers 


BY E. LILLIAN HUTCHINSON 





CHOOSE THE POSITIVE 


Many negative statements are considered more 
emphatic than the corresponding positives might 


be. Restate these negatives in positive form. 


That is no small task. 


This is not a bad idea. 


She is no ordinary typist. 


] 
2 
3. The building will be started at no distant date. 
4 
5 


He is nobody’s fool 
6. The crate must contain no fewer than 5 dozen eggs. 
7. Please choose a shade no darker than this samplk 
8. She is no novice 


9. Her popularity is due in no small measure to her 
sunny disposition 


10. I was not a little surprised at the result 





COMPLETE THESE PROPORTIONS 
1. True is to false as perfect is to— 
2. Familiar is to strange as major is to— 


3. Abundant is to scarce as natural is to— 


4. Conservative is to radical as valuable is to— 


5. Cause is to effect as satisfaction is to— 


HOW DO YOU SPELL— 


The verb meaning “to go before.” 

A person who is skilled in money matters. 
The next number after one. 

The adverb formed from full. 


5. The state whose capital is Dover. 


-@ oho = 


6. The ing-ending ot to sue. 
7. More than one basis 


8. A chart or table that shows how the davs of each 
week in the month fall on the respective dates 


9. The state of being unable to pay one s debts 


10. The past tense of see (as in, “T.. him yesterday’) 





OMIT THE USELESS WORD 


In each of these sentences, one or more words 
could be left out without changing the mean- 


ing. What are they? 


1. If you work hard, you will win out. 

2. This kind of a play does not interest me. 
3. The fountain pens are both alike. 

4. Where is Mr. Chester going to? 


5. I don’t know where I'll be at this afternoon 
6. She mixed all the ingredients together in a bowl. 
7. Up until today, I was in favor of the appointment. 


8. We are sure that by writing him that you will 
receive an answer. 


9. Court reporters consider violet ink more preferable 
for their work. 


10. I wish someone would eat up that last sandwich. 





IS IT IS OR ARE? 


Which verb is correct in the following sentences? 


l. Every one of the staff entitled to an increas 
in salary 

2. Five dollars too much to pay tor that 

3. The sales memoranda ....to be mimeographed today. 

4. Many a house and apartment without modern 
conveniences 

5. There .... three poorly made erasures on this page 

6. _ either of the sisters going to college? 

7. The board of directors, which . meeting today, 
will vote on the proposal 

8. The number of tickets available limited 


9. The profit and loss statement, as well as the other 
accounting reports, . on the comptroller’s desk 
10. In the pile 


sales for last year 


a summary of each department's 


(Key to teasers on page 52) 





TODAY'S SECRETARY @ October, 1954 29 








Iilustrated by MIMI REITER 


“It's gone,” 
Eleanor exclaimed. 
“and Pm the one 
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Back at her desk _- 
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Treat yourself to the tweed-look and top it 
with a classic turtle-neck blouse to achieve an 
air of success that often precedes a raise. This 
smart three-piece outfit was made by Cannady 


Creations in washable Thalspun Doeskin Jersey, 


of Orlon and wool. Both cardigan jacket and 


slim skirt are fully lined. Short-sleeved blouse 
in white only. Skirt and jacket in gray or beige. 
Sizes 10 to 18. Blouse about $8; jacket and skirt 
about $15 each. At The Fair, Chicago; Winkle- 
man Bros., Detroit; The May Company, Denver; 
Best's Apparel, Seattle; J. H. Haggarty Stores, 


Inc., Los Angeles; H. Liebes, San Francisco. 











“COON 


HAY flattery for kall 


The bright leaves of autumn almost demand that you give 


a fresh fillip to your wardrobe, too. Weve selected several 
career-minded fashions that will do just that—whether you've 
a budget that can allow you to splurge on a new suit 


or one that limits you to just a new hat. 
























\ delightfully detailed little dress by R & K Origi- 
nals. Tiny bodice tucks and rich touches of velvet 
lend it a twice-the-price air. Rustling rayon taf- 

feta underlines the graceful fullness of the skirt. 
It’s an office-to-date style you'll wear everywhere. 
Rayon crepe in mink brown, purple, royal, teal, or 
black. Sizes 10 to 18; 9 to 17. Just $22.95 at Lord & 
Taylor's, New York; The Hecht Co., Washington: 
Carson Pirie Scott, Chicago; The May Co., Denver; 
J. WV. Robinson. Los Angeles. 





Swansdown buttons up a trim look for junior 

figures in this shapely suit of yarn-dyed flannel. 

The skirt is smooth to the hips, where buttons punctu- 

ate its pleated perfection. The button accent is 

repeated at the closing of the short, molded jacket 

and neatly narrow sleeves. In oxford gray, dark brown, 
light gray, and blue. Sizes 5 to 15. About $65 at Bonwit 
Teller’s, New York; John Wanamaker’s, Philadelphia; 
Morris B. Sachs, Chicago; T. A. Chapman Co., Milwaukee; 
Joseph Magnin, San Francisco. 





Team up these White Stag separates to create a trim suit for the 

office or for country week ends. The unlined jacket is carefully casual, 
with diagonal pockets, hidden action-back, and contrasting top 

stitching to match buttons. Slim skirt has back vent, adjustable 

tabs at waistline, center front tooled seam, and two front pockets. 

Both of yarn-dyed wool flannel in charcoal gray, charcoal brown, 

or gray. Skirt, sizes 10 to 18, about $12.95; jacket, sizes 10 to 

20. about $17.95. At B. Altman’s, New York; Chas. A. Stevens, Chicago; 
The Dayton Co., Minneapolis; Olds & King, Portland. 





A blouse as fresh as the morning to dress up last 

year’s suit. Designed by Weber Originals, in Dacron 

and nylon tricot, for carefree wear. Your choice 

of white, pink, blue, beige, gold, rosewood, gray, and 

apple green. Sizes 32 to 38. About $5.95 at Macy’s, 

New York; R. H. White & Co., Boston; Sanford A. Newman, 
Cleveland; Mandel Bros., Chicago; Milliron’s, Los Angeles. 


Pert pick-me-up for tired wardrobe, a “pixie” hat by 
Betmar. Its face-framing style is becoming to almost 
everyone, looks well with short hair or long. Per- 
manently shaped in Pellon-backed velvet, it’s practically 
uncrushable and very light in weight—ideal for the of.- 
fice or for traveling. Adjustable to most head sizes. In 
black, brown, or navy. About $4.95. At Lord & Taylor’s, 
New York; Marshall Field’s, Chicago; 

I. Magnin, Los Angeles. 
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TOP BILLING IN TOPKNOTS 


BY HELEN WHITCOMB 




















Lura de Gez. famous New York hair and beauty 






authority, has designed the “High-Waisted” coiffure, 
in keeping with the fashionable empire-waisted outfits. 
Parted in a triangle at the crown of the head, 

the hair is intricately shaped to produce a flattering 
group of soft, feathery curls on top. Note 

the soft, wispy bangs. Back and sides are worn 


in subtle waves sculptured to the head. 


Softly curled bangs separated into individual 
crescents are featured by New York's Marcel in his 
Rose Cut. The hair is cut in a series of circular 
layers surrounding a smooth crown without a part. 


Phe effect is one of soft, gently curling locks 


arranged one over the other like overlapping petals. 
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|’ YOU WANT your hair to look pretty instead of 
extreme, to have soft, sleek waves rather than 
tight curls, to be just a bit longer than “short,” you'll 
probably be in top style this fall. Not one, but several, 
new hair styles are sharing the limelight. So far there 
is no one clearly defined “look.” Particularly news- 
worthy, however, is the increased emphasis on bangs. 
Whether you like them soft and wispy or thick and 
full, you will have several new varieties to choose 
from. 

The trend-setting hair stylists tell us that the days 
of the stringy saw-tooth bangs, the shingled back, 
and the Italian cut are definitely coming to an end. 
Instead of looking like shaggy dogs or cute little 
urchins, women will look like women for a change. 
And the men we've queried all seem highly in favor 
of the switch. 

Pictured on these pages are some of the new, soft, 
fluid hair styles that have been created especially for 
Career girls. They are easy-to-care-for hairdos de- 
Signed to give you a fresh, vital appearance. 
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Top hair stylists at Macy’s New York beauty salon 
suggest this modified version of the Italian 

cut. Hair is longer in back; front hair is waved 
high and allowed to break over the forehead 


in soft individual curls. 


A hairdo that needs little attention to keep its 
smart good looks is the “Baby Haircut” by 

New York stylist James Caesar. Hair is swept up 
and back at the sides, then allowed to cur] 

softly forward over the ears. Front bangs 

are broken with the swirl reversed a mid-point 


so that the wave flows into the upswept sides. 


PRICES SHOWN ARE FOR 6-PIECE PLACE SETTINGS 


Se 





/ '\ Make Your Dreams Come True 


Join Keates NK ning fluls 


Because your Legacy membership gives you more: 


* Thrill to your sterling at once while you poy ovt of 
income. Payments stort with your first place setting 

* Over 200 popular patterns to choose from every pottern 
made by Gorham, Heirloom, Reed & Barton, International, 
Lunt, Wallace, Tuttle, Watson, Smith, and many more. 


Everything by mail no solicitors, no salesmen. If you 
have questions about silver or table setting, Priscilla Bedford, 
Legacy Club Secretary, will give you friendly, expert advice free. 


* Pay only the nationally advertised price, no 
carrying charges, no interest, no extra costs. 


Tornish-proof Silver Chest FREE with your fourth 
place setting. Chest will hold 12 place settings. 


t-... MORE PLACE SETTINGS .. SOONER. 


1 place setting ( 6 pcs.) $1.93 amonth 
2 place settings (12 pcs.) $3.83 a month 
4 place settings (24 pcs.) $4.93 a month 
6 place settings (36 pcs.) $7.93 a month 
Join today! Fill in the coupen ond rece:we FREE 
@ Solid Sterling Silver Hors Dioeuvre Pick 

our gift te each new member, just for joining 





oe? SOUTH WaTER SY. 


NEW BEDFORD, MASS 


Mail the coupon to join 
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Scottish Thistle Pin & Earrings 


The originals came from Scotland. Repro- 
duced here by Crafts. A replica of the Scottish 
National Flower. A symbol of its independence 
and kindly nature. Made of the finest pewter, 
heavily plated in antique silver. Handsomely 
gift boxed. Pin .is about 11%4‘’ square. Sent 
postpaid. Tax included in price. Satisfaction 
guaranteed. Send check or money order. 


PIN $2.75—EARRINGS $2.20—SET $4.95 
Earrings drop or button. Please state preference. 


Ask for free folder of other unique and unusual 
jewelry. 


CRAFTS * STUDIO TS10 * LUNENBURG, MASS. 








Grow Your Own 


Vanda orchid plants in bud or 
bloom $3.50 (without buds 
$2.50); both, $4.98 post- 
paid. Growing instructions in- 
cluded. Will grow anywhere. 


A PRESNER - Box 4550-Coral Gables, Fla. 








GET AHEAD FASTER! 


Increase your salary, gain promotions and pr 

tige. QUALIFY for executive opportunities with 
College Baty alency Certification in Business 
Administration, Business Law, Personnel Man- 
agement, Advertising, English, Liberal Arts, 
etc. Diplomas granted. Honored by businessmen, 
Comprehensive examinations based on your on- 
the-job experience, administered in your local- 
ity, Further Saar usually unnecessary. Free 


details. Write toda 
WELL INSTITUTE 


Edncational Testing System 
Dept. M S-7 Adams, Mass. 

















Your Own Jeweler. Bet you thought 
it cost a fortune and special night 
course to make your own glowing 
enameled copper jewelry. Doesn't, 
though. Just $6.95 buys your TRIN- 


KIT, with its own tiny electric kiln, 
simple instructions, and accessories for 





making two pairs of earrings, key- 
chain disc (or pendant), and two 
pins. Additional pieces can be ordered 
later. This hobby could become a 
business. Order from Modern: Ameri- 
can, 2023 East Jackson St., Dept. 12, 
Bloomington, Illinois. 


Handi-Hook. Here’s just the place 
for all the things for which there’s no 
place in the average career closet. The 
belts, ties, purses, etc., that clutter 
drawers and get lost on hangers now 
have a spot of their own. Great for 
extra keys, umbrellas, and clothes 
brushes, too. Useful in the broom 
closet, in the car when traveling, in 








ad 


the laundry room for freshly ironed 
clothes, and in the garage for garden 
tools. The Handi-Hook hangs over any 
rod and cannot be pulled down. It is 
plated and rubber tipped. A marvel- 
ous gift item, they cost only $1.25 a 
pair, postpaid. Order from Children 
Utilities, Dept. T-1, 18018 Griggs 
Avenue, Detroit 21. 


TODAY’S SECRETARY e October, 1954 


Fit to Be Eyed. Here’s a skirt pro- 
portioned to your height for perfect 
fit. Designed to be lived in, it’s mad 
of permanently pleated nylon and ace- 
tate. Even washing won't damage the 
crisp pleats. Just dip in mild soap and 
water and hang. The skirt dries over- 
night! In black or navy. Waist. sizes 
24 inches to 32 inches, in all height 
sizes; waist sizes 34 inches to 38 
inches in medium length only. Height 
sizes: Tall. 5 feet 7 inches to 5 feet 





10 inches; Medium, 5 feet 3 inches to 
5 feet 6 inches; Short, 4 feet 11 inches 
to 5 feet 2 inches. Only $2.99, plus 
25 cents postage. Mail your order, giv- 
ing both height and waist measure- 
ments, to Gilchrist’s, Dept. TS, Box 
912, Boston 2. 


Three Little Kittens. Three furry 
bundles of charm that will go straight 
to the heart of cat lovers from two to 
ninety-two. Made of fluffy white fur, 
they're about seven inches long, with 
mischievous blue eyes. Big pink bows 
add to the general enchantment. They 
couldn’t be cuddlier or cuter! A won- 
derful decorative note for a child's 





room or for girls of any age. All three 
only $5.98, or $2.25 each. Order from 
Merrill Ann Creations, De pt. TS, 102 
Warren Street, New York 7 
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This attractive silent butler 





SHOPPING 





Silent Butler with an Avocation. 
makes 


such a smart accessory that vou'll put 





it to use in many ways. Wonderful 
as an ash tray, of course, but espe- 
ially elegant when used as a unique 
fower or plant holder filled with your 
tavorite posics or greenery. The base 
in contemporary black measures 7% 
inches in diameter and has a_ shiny 
hamm red-brass cover and black wood 
andle. $3.95 postpaid. Max Schling 
Seedsmen, Inc., Dept. 725, 538 Madi- 
son Avenue, New York 22 


Expandable Cuff Links. No more 
paper and rubber bands, no more 
rolled-up sleeves are needed to keep 
your blouse cuffs clean at work. The 
Expanda cuff link, imported from 
England, stretches to allow you to pull 
your sleeves up out of harm’s way. The 





tle chain connecting the two sides 


t the cuff link can be pulled out 


about two inches. Available in either 


lassic circular design or attractive 
hand-enameled Cambridge or Oxford 
tests. Cambridge crest is in maroon 
and white, Oxford in navy and white. 
Both styles are gold filled. $5, includ- 
ing tax and postage. Order from 
Designer's Workshop, 743 Fifth Ave- 
hue, New York 22. 


Styled by Firenze. Made by You! 
Here’s one of those all-occasion hats 
that’s sheer face-framing flattery. And 
"ven if youre a novice with a needle, 
its high-style look is yours tor the 
making. There’s no pattern, no cutting 
quired. The complete make-it-your- 
elf hat kit comes to you with all ma- 
trials enclosed. You just stitch it up 





“ANTIQUE AUTO” SCATTER PINS 


Accurate 1” replicas, in handcrafted copper, of 
Model ‘T’ Ford, 1903 Cadillac; 1909 Stanley 
Steamer. Right in style with the current vogue in 
antique cars. “Park’’ them on suit, hat, dress o1 
scart, and note the comments! Only $2 for the set 
of 3; postage & tax incl. ALSO Earrings (pr); Cuff 
Links (pr); men’s Tie Clasp; each $1.50. ( Please, 
no C.O.D.) With order, you receive free illustrated 
brochure of our complete line 


ROSLYN HOFFMAN, 656 Broadway TD-19, New York 12 











NEW! LADIES’ ELECTRIC RAZOR, $3.95 


Now, with this new scientifically designed 
electric razor, your legs and underarms can 
have new beauty gvaranteed to stay 
satin-smooth twice as long! Fully tested for 
extra-close dry-shaving comfort, with no 
coarse regrowth. Cannot cut or irritate most 
sensitive skin. Powerful, A C. Special at $3.95; 
money back guarantee. Gift boxed. Check or 
M.O. to Mrs. Fields Shopping Service, 237YS 
Huguenot St., New Rochelle, N. Y 














but every day smart 
secretaries like you are getting lus- 
cious top-quality nylons, beautiful 
lingerie and the new stretch anklets, 
also stretch socks for men—at sub- 
stantial savings—both for themselves 
and for their friends. Write today 
for details. 
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iS ENGLISH HOLDING 
YOUR YOU BACK? 


New CAREER INSTITUTE method enables 
you to stop making mistakes in English, build 
up your vocabulary, speed up your reading, im 
prove your writing, acquire the “secrets” of 
fluent conversation. Good English pays off in 
unexpected ways because words are the tools of 
thought. The more you learn about words and 
how to use them to express your ideas, the bet 
ter your thinking becomes. 


FREE BOOKLET 


fhe improvement of your English -and your 
thinking can lead quickly to amazing personal 
achievements. Thousands of men and women 
use the low-cost CAREER INSTITUTE method. 
Takes only 15 minutes a day at home, For FREE 
32-page booklet send card or letter. No salesman 
will call-—no obligation. CAREER INSTITUTE, Dept. 
D-5110, 25 E. Jackson, Chicago 4, Ill. 





WHATIS Your |. Q,’? 


Now you need travel no farther than your mail 
box to take an excellent general intelligence test 
for adults. Send only $2.00 service fee to: 
University Test Bureau, Desk D, 
Box 401, Palo Alto, California 
Test, with complete instructions for taking it in 
the privacy and convenience of your own home, 
will be sent postpaid. No further charge for 
analysis and confidential report of your Index 
of Adult Intelligence, with clear explanation of 
its meaning and of the “!.Q.” 


>? K\ME for 
RED FLANNELS 


Smart gals take over 
Gramp’s night shirt — cut 
short for fashion fun. Sharply 
man-tailored, the cotton 
flannelette version sleeps 


A 


soundly, or tucks into jeans 
for winter sports. In 
Fireman Red only 


$5.95 postpaid 
Flame Red nylon tricot $7.95 





Specify Small, Medium or Large 






charmand’s studio T-10 ~<a 
4353 Lovers Lane, Dallas 25, Texas 














Learn how to 


MAKE MONEY AT HOME 


ADDRESSING ENVELOPES FOR ADVERTISERS 


Use typewriter or plain handwriting. 
GOOD PAY, full or spare time, if you 
know how. Mail $1 for Instruction 
Manval. Sterling, Dept. S-8, Great Neck, N. Y. 
MONEY BACK GUARANTEE. 
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learned to use the MAHLER METHOD sofely and 
ficiently. Used fully over fifty years. 





MAHLER'S, INC, Dept. 85-N PROVIDENCE 15, & I. 











Here's What You DON’T Learn in School! 


Yes, here it is, girls: 1954's ‘101 Ofhce Short 
Cuts’’—the most rollicking, comprehensive read- 
ing ever compiled for the modern secretary. 
Cleverly illustrated by secretary-author Magi Max 
well, the book is studded with wondrous ideas 
gleaned from a long career in New York adver- 
tising, general office, and newspaper fields. 98c. 
Real New Books, Box 1432-T, GPO, N. Y. |, N. Y. 
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NEW GUARANTEE 


is on this excellent product, 


mena 
wae 


KAIR 
REMOVER 


a cosmetic hair remover that 
immediately gets rid of super- 





flueus hair from face, arms, 
legs not only above the skin, 
but below it. It leaves the 
skin soft and 





smooth. 
Your money back if after 
the third application hair 
grows back. The hair re- 
mover is priced at only $2 
(triple size $5) ppd., if 
order is accompanied by 
check, cash of money 
order. You pay postage if 
you order C.O.D. 


DAVLO CO., Dept. C-270 
125 East 46 St., New York 17, N. Y. 

















| =sAMOND CHARM BRACELET | 





Bracelet and charm mode of substantial weight 
sterling silver or 1/20 12K gold filled. Soldered 
links. Choice of round or heart-shaped charm set 


with $9.95 


GENUINE CUT DIAMOND 
PRICES INCLUDE 


NOT A CHIP 
EARRINGS to match—Pierced 

or screw back. $14.95 TAX and POSTAGE 
e ’ 
Hirsch’s 


Famous for Fine Diamonds Since 1922 
401 N. ROBERT ST. ST. PAUL 1, MINN. 

















LOOK... : 


IT 1S AN AWFUL PITY... 
EXTENDING TOES DO NOT LOOK PRETTY! 


Or If Your Toes Hurt in Front 

The Newest and Cutest Stunt... 

is to wear JANIES, the Patented, cushioned 

Inside VPlatforms’’. Because when your Feet 

Slide Forward toes protrude in open shoes, hurt 

in closed shoes, heels slip, straps gape, insteps 

New JANIES help Control Gravity, correct 

these painful, ugly conditions, give Heavenly 
Comfort, Add To Foot Beauty! 

New Improved J ANIES are effective in all shoes 

all heel heights! JANLIES will Double The Use- 






BEFORE 
ful Life of Your Shoes, Saving Ten Times Their \ 


JANIES are only $1.25 a » plus 25¢ han- 
diing or 4 prs. for “$5.0 In Gray, Black 


Brown, Red, White & Blu State Shoe Siz ’ 
Colors Wanted. Rememb er Ne NIES wil AFTER 
help change an awkward HOBBL rE a. a GRACF f 
FUL WALK! 

ORDER NOW on our MONEY-BACK GUARANTEE! 
JANIES, 1865E University Ave, N.Y. 53, N. Y. 





MAGNETIC 
POCKET CIGARETTE CASE 


That Holds On To 
DASHBOARD OF YOUR CAR 


Makes Cigarettes Always Available 
"Priced: $2.50 
Made of Genuine Cowhide in Regular 
or King Size. Colors: Red, Green or Tan 
Write TO: 


M. AND G. MAILMART 
Post Office Box 17, Jamaica 2, N. 


Free Superfecto Ashtray Given With Each Order 





and decide which of the ten personal- 
ized variations looks best on you. The 
finished hat is made of fine crush- 
resistant velvet in your choice of col- 





ors: black, bolero red, dark brown, or 
aqua. Fits all head sizes to 22%. Only 
$1.98, postpaid, from  Pretty-Maid 
Company, Box 94, 220 Fifth Avenue, 


New York 1. 


French Cuff Bracelets. Add new 
interest to last year’s dress or blouse 
with these clever new bracelets. Wear 
them as cuffs with a long-sleeved dress 

blouse; or, with short sleeves you 
may prefer just one. They are two 
inches wide and are made of 24-carat 
gold plate with an allover floral design 





that achieves a luxurious, heirloom 
look. Though they close securely, they 
snap on and off with ease. $2.75 each, 
$4.98 a pair. Tax and postage in- 
cluded. Order from Packard Creations, 
Dept. TS, Box 202, Cooper Station, 
New York 23. 


Order of the Stylewise. For casual 
wear there’s nothing smarter than this 











PILOT COPYSTANDS | 


accommodate pa- 
per sheets and 
notebook. Line 
follower works 
fine on both. Folds 
to fit brief case or 
desk drawer. 
9x13. $3.50, 
postpaid. | 
Pilot, Box 11, Tustin, Calif. | 











FOR REAL JOB SECURITY— 
GET AN 1.C.S. DIPLOMA! 


You study your own exact needs in 
your spare time, at your own pace. No 
interference with work or social life. 


| C § 1.C.S. is the oldest and largest school 

. . * 277 courses. Business, industrial, en- 
gineering, academic, high school. One 
lor you. Direct, job related. Bedrock 
facts and theory plus practical appli- 
cation. Complete lesson and answer 
service. No scrimping. Diploma to 
graduates. Write for 3 free books— 
**How to Succeed’’ gold mine plus Ca- 
reer Catalog plus free sample lesson. 
(Mention field of training desired.) 


INTERNATIONAL CORRESPONDENCE SCHOOLS 
Box 2808-D, Scranton 9, Penna. 
WRITE TODAY. 
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handsome knit cardigan by 


Sidney 
Gould. 


The jeweled coat of arms dec- 
orating the pocket and the gold anchor 
buttons give it an elegant military air, 
In gold, red, toast, navy, white, mint 


green, mauve. Sizes 34 to 40. $10.95, 


At Edna Flaherty’s, New York; 
Levy & Co., Houston; Fedway Stores, 
Los Angeles. 


Beats the Band—the many uses 
you'll find for this sparkling brass 
bound crystal drum. Six inches deep 
and 6 inches wide, it’s a_ beautiful 
buffet server for potato chips, nuts, 
Pack with ice and use for 
celery ‘n’ olives. Or float 


ice, etc. 
sea food, 





flowers for an unusual centerpiece. 


$2.50, postpaid, from Mrs. Damar, 
809 Damar Bldg., Dept. 15, Newark 
5, N. J. 


Curly the Caterpillar. Decked out 
with gay mother-of-pearl discs, Curly 
is a merry little caterpillar with a 
mischievous grin on his painted red 
mouth. Curly comes in gold plate and 
is guaranteed to show off in his clever- 





est manner on all your sport and 
casual clothes. Priced at $2, tax an 
postage included. Order from The 
Leeway Company, Room 1807, 505 
Fifth Avenue, New York. 
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PATTERNED FOR TODAY’S SECRETARY 


4875-—You'll sail into the festive season in high style in this nautical dress with 
its new sailor collar and tie. Flattering V-neckline, button closing. Make it 
with a full gathered skirt. as shown, or with soft pleats. Either way, you're ship. 
shape for the storm of approval ahead. Sizes 1] to 15; 12 to 18; 35 cents. 


4833—Daytime or datetime, the detachable button-front dickey and sleeve trim on 
this slim but shapely dress keep you ready for any occasion. Fitted Empire bodice 
and yoke pockets on skirt accent slim-waisted look. Skirt has pleat at center back. 
Sizes 12 to 20; 35 cents. 

4850—A “Simple to Make” flared skirt that whittles your waistline. Make with 
patch pockets or buttoned-down tabs, as shown. Waist sizes 24 to 38; 35 cents. 


4852—Basic button-front blouse to make with long French-cuffed sleeves or short. 
Shaped tab-effect yoke, rounded collar. Sizes 12 to 20; 40 to 42; 35 cents. 


Simplicity Patterns are available at most variety and department stores. 
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How fast can you read shorthand? You can probably speed through this page, which is based on chapters One through Fou 
material is counted in groups of twenty “standard” words each, so that you can estimate 
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Keep Score 
On 
Your Skills 


BY FLORENCE ELAINE ULRICH 


Director, Gregg Awards Department 


T TAKES a spirit of adventure to decide to develop 

championship skill—and a lot of courage to do it 
when the going gets rough. But such spirit and cour- 
age always pay off. For instance, suppose you decide 
right now that you are going to achieve top skills in 
shorthand and typing. What's in it for you? 

Obviously, you're in line for better jobs than the 
plod-alongs. But, more important, is the fact that you'll 
enjoy your work better. People who play to win al- 
ways find the game more exciting than those who don't 
keep score. That’s why the Gregg Awards Depart- 
ment came into being. 


WHETHER YOU RE A WORKING SECRETARY or just begin- 
ning your business course, Gregg Awards can help 
you chart the way to ultimate all-round expertness. 
There are awards for shorthand, typing, transcribing, 
and bookkeeping (some of them pictured here) that 
help you keep score on your progress. But they have 
practical uses, too, for a secretary or stenographer 
can offer them as concrete proof of on-the-job im- 
provement (Gregg Awards are impressive evidence 
when you ask for a raise). And business students who 
are competing in the job market with a lot of other 
beginners and with more experienced workers dis- 
cover that employers value these credentials. While 
you take your business course, you can earn certificates 
testifying to your progress in school and, finally, to 
your vocational competence. You will want one of the 
attractive Achievement Record Albums to display your 
certificates to full advantage. This Album, once filled, 
is an excellent affidavit of your efficiency. 
THERE'S NOT SPACE TO DESCRIBE all the Gregg Awards 
at one time, but I want to tell you this month about 
certificates and pins you can earn in shorthand. As 
you know, the Order of Gregg Artists is the largest 
and best-known shorthand organization in the world. 
You can become a member, taking your place among 
the many good shorthand penmen who belong to this 
Order, as soon as you have developed sufficient finesse 
to pass the Senior OGA test. Your immediate goal is 
Junior membership. Beginners can earn this certificate 
and the Writing Progress Pin after they have com- 
pleted only five or six lessons in their Shorthand Man- 
ual. (The October test is published on page 44. ) 
Remember this: Everything you write in shorthand 
from the very first lesson should be written fluently 
swiftly, accurately. Keep in mind that speed in tak- 
ing down the spoken word is what you are out to de- 
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velop in your course of study. Be- 
gin early to become writing-speed 
conscious. 

The first shorthand speed award 


is the 60-word certifi- 

you can earn on a 
three-minute dictation test. When 
you qualify for this award, you 
start the habit of winning! 


to aim for 
cate, which 


Now YOU WILL BEGIN KEEPING SCORE 
in earnest. Set up the following 
goals, and score your wins one by 
one as you earn these awards: 


80-word Shorthand Speed Certifi- 
cate on a 3-minute test 

60-word Shorthand Speed Certifi- 
cate and/or pin—5-minute test 


OGA 
JUNIOR 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, 

light, smooth, fluent copy that shows 


trying to geta 
your best shorthand penmanship. 


You may copy line for line or 
in narrower columns, you may use 
either blank or ruled paper. Shorthand 

notebook paper is fine. 
Your writing may earn you a 
Junior OG A certificate or pin. 


OGA 
SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior OG A certificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 
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10U-word Shorthand Speed Certi- 
ficate on a 3-minute test 

80-word Shorthand Speed Certifi- 
cate and/or pin—5-minute test 

120-word Shorthand Speed Certi- 
ficate on a 3-minute test 

100-word Shorthand Speed Certi- 
ficate pin on a 5-minute 
test 

140-word Shorthand Speed Certifi- 
cate on a 3-minute test 

120-word Shorthand Speed Certi- 
ficate and/or pin—5-minute test 


and/or 


Most secretaries will have ac- 
quired a shorthand speed of 120 to 
140 words a minute, or better. 
Some of you will want to go on to 


then as court reporters. It is every 
shorthand reporter's” ambition to 
earn the Diamond Medal given for 
200 words a minute, and _ real 
speedsters continue their practice 
for pins, medals, and certificates 
up to the top speed of 240 wam. 


AWARDS and the Order 
of Artistic Typists we'll discuss 
next month. Meantime, if you are 
a beginning student, you can earn 
the Junior OAT certificate and/or 
pin by typing attractively and ac- 
curately the Junior test on the next 
page. You will find Miss Trumper’s 
short article well worth the repeti- 
tion practice youll be giving it in 


THE TYPING 


qualify as reporting secretaries, preparing your test specimen. 
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Your Employer Does Care How You Look 


BY ELIZABETH F. TRUMPER 
He Has Taste 


Your employer probably does not tell you what to wear; 
nevertheless, he no doubt has a discriminating taste in 
clothes. Possibly he has a definite preference for the more 
somber shades; navy blue and black may stand high on his 
list of preferred colors. Once in a while he may let his ego 
take a fling by wearing a dashing tie, and even then he feels 
mighty self-conscious about it; but he instinctively likes 
conservatism in the appearance of his employees. The 
breath-taking extreme style, the new fad, or the radical 
change are out. 


Why He Cares 


Your employer does care how you look, for several 
reasons. When he arrives at the office in the morning, his 
mind alerted to the day’s problems, he is sure to be dis- 
tracted if he sees you inappropriately dressed. As his em- 
ployee, you represent the company, too; and therefore have 
certain standards to live up to. 

He feels that the secretary who takes personal pride in 
her appearance will inevitably take the same amount of 
pride in her work. As one employer aptly puts it: “I’ve 
never had a really competent secretary who didn’t look 
like one.” 


[224 words] 
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OAT 
SENIOR 


In addition to arranging 

this penwritten copy as a two- 
paragraph personal letter, all 
candidates for the Senior O A T award 
must submit with the letter an 
attractive copy of the article 
below—the Junior O A T test. 


Plain paper may be used for both 
parts of this project; or, for the 
letter, you may prefer to make 

an appropriate letterhead 

on which to type the note. 





TO GET YOUR AWARD 


Mail vour work toe the Gregg Awards 
Department (16th Floor, 330 West 
12 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for cach higher- 
speed CT award. ¢ Be sure your name 
and address appear on your paper. 
* Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each candidate. * Octo- 
ber copy is good as membership tests 
for OAT, CT (page 48), and OGA 


awards until November 20, 1954. 











OAT 
FUNTIOR 


To win an award, copies of this 

article must be (1) neat (type clean 
and clear) and well placed, (2) without 
strikeovers or typographical 

errors, (3) uniformly indented 
throughout, (4) double spaced 
between paragraphs even in single 
spaced material, and (5) correctly 
spelled and punctuated. Subheads may 


be centered or run in if you preter. 


Tests may be retyped as often 
as you wish, to obtain a copy 


that represents your best work 








Famous Mistakes and Mishaps 
in Shorthand 


BY MARJORIE F. MORTON 


Lincoln’s eloquence 

once so moved the shorthand reporters 
that they forgot 

to record his speech. 


Illustrated by GORDON DRAPER 
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COMPETENT TYPIST TEST 





To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 


speed, divide total by number of minutes; or, to get net speed, 


subtract 10 for each error before dividing by number of minutes. 





Words 


The months speed by and summer 
gives way to autumn. After absorbing 
the warm rays of the sun during the 
spring and summer months and grow- 
ing stronger and taller, the trees now 
put on a last gala show before the com- 
ing of winter. Aided by the frost, they 
don holiday dress, and the woodlands 
change to a riot of brilliant colors. The 
maples are the first to herald the ap- 
proach of autumn. Their leaves are 
never evenly tinted, but are spotted and 
shaded from lemon yellow to crimson. 

The oaks put on colors that range 
through all the reds, with a generous 
mixture of greens and browns. The 
elms and beeches dress in russet yel- 
lows, while the birches and poplars 
choose pure gold and the nut trees se- 
lect a yellow. The leaves of the willows 
also turn yellow with the first hard 
frosts. : 

The bright colors of the trees are 
repeated in the underbrush. The sumacs 
flaunt dresses of wine and carry huge 
torch cones of seeds; the woodbines 
rival them in their gorgeous display of 
brightly colored foliage. The broad 
leaves of the grape turn to bronze, and 
clusters of purple fruit show as they 
lose their protecting leaves. The moun- 
tain ash is proud of its orange berries, 
and the husks of the bittersweet open 
to display shining fruit. The brier rose 
that blooms in June now shows a multi- 
tude of scarlet rose hips. All Nature, 
it seems, is vying for attention in the 
grand finale of the summer’s growth. 

These many changes take several 
weeks to perfect. Gradually the leaves 
loosen their hold and fall to the ground. 
The winds tear some from the trees, 
and they whirl and dance as if glad to 
be preparing for their long sleep. Now 
the nuts drop to the ground with a soft 


Words 


thud. Most trees drop their seeds in 
the spring; but the rock maple and the 
oak and the nut trees need more time 
to develop their fruit. The squirrels 
scramble around to gather their share 
of the nuts for the coming winter, work- 
ing hard to outdo the children, who 
collect them mainly for the fun and not 
for food. 

Squirrels, deer, and some birds feed 
on the acorns and nuts that lie thick 
under the trees. Each shiny acorn is 
encased in a cup that holds it firmly 
until the seed is ripe. The acorn of the 
white oak has a short, rough, mossy 
cup; the bur oak has a mossy, fringed 
cup that covers almost all the acorn, 
as if loathe to part with it. The red oak 
has a shallow cup that barely grasps 
the long oval acorn, while the cup of 
the scarlet oak sets like a tam on the 
smooth sled. Chestnuts are related to 
the oaks and carry stiff, woody burs 
with prickly thorns. The frost opens 
the burs to show three shining dark- 
brown nuts, with long tails, closely 
wedged together. 

Soon the cold winds and rains of au- 
tumn beat down on the woodlands, 
leaving the trees of the forest bare. The 
old leaves are scattered to form a thick 
carpet or are blown into heaps in the 
hollows. Under the fallen leaves the 
seeds and nuts await the coming spring, 
and next year’s leaves are securely 
tucked into tiny brown buds all over 
the trees. 

Autumn is not a time for sadness. 
Their work is done; the trees need their 
rest. When spring comes, they will re- 
spond gladly, determined to use the 
sun and the rains and the life-giving 
nourishment of the soil to make the 
coming year better than any yet known. 


344 
352 
359 
367 
374 
382 
389 
397 
400 
407 
415 
422 
430 
438 
445 
453 
461 
469 
477 
484 
492 


507 
515 
522 
529 
533 
340 
547 
5959 
563 
571 
579 
587 
594 
601 


611 
619 
626 
634 
641 
648 
656 


(If necessary, repeat from the beginning to complete a ten-minute test.) 


Written especially for Gregg Awards candidates by Lydia Whitman 
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The material below is the same as the ht 2 Test across 
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for type that sparkles 
like MEW 


Cleans type CLEANER! 
Handy dauber whisks 
away dirt and goo in sec- 
onds! Non-inflammable, 
obselutely safe. Slow- 
evaporating, hence eco- 
nomical. Look for the 
smart new orange-and- 
blue carton on your 
dealer's shelves. 


NO CARBON-TETRACHLORIDE 


60¢ at all stationers 
and typewriter dealers 

















STUDENTS 


of shorthand, pen or machine— 
Subscribe to the 


NATIONAL SHORTHAND REPORTER 
official journal of 

National Shorthand Reporters Assn. 

See actual reporting notes of prominent reporters 

using different systems of shorthand. Read articles on 


shorthand reporting by well-known reporters. 
(published monthly except August and September) 


Subscription price: $3 yearly (10 issues) 
to students, libraries, schools. 


ROY E. VOELKER, Editor 


COURT HOUSE, OSKALOOSA, IOWA 











THOSE OFFICE EMERGENCIES 


(Continued from page 25) 





thing like, “You boys might try to remember there are 
ladies present.” One thing is sure—you never win any- 
thing by losing your head. 


To AVOID ENDING on a note of violence, let’s consider 
examples of the kind of emergency that more often 
confronts a secretary than any of those already men- 
tioned. One is the Case of the Missing Letter. If you 
have ransacked the files and still can’t come up with 
that precious scrap of paper, try calling the secretary 
of the writer of the letter and having her dictate it 
over the phone; or, if distance makes this impractical, 
send for a copy by mail. 

Another recurrent emergency is the trip to and from 
the bank for deposits or withdrawals of cash. Don’t do 
this at a regular, fixed hour—shift the time. If the 
money is not too bulky, try to carry it in a pocket or 
some place other than in your handbag. If the sum 
is large, arrange for a policeman or other reliable 
person to accompany you, or try to split it up into 
several trips, carrying a smaller amount back with you 
each time. 


REMEMBER that the secretary who handles herself 
well in an emergency, whether it be large or small, 
usually will find she attracts attention in the right 
places. 








When Taking Dictation— 
do you have to ask your boss to 


A competent stenographer can write 120 words a minute. 
That doesn’t mean that 100 wam is not competent, but 
a reserve of 20 words can be mighty handy to have when 
the boss suddenly starts dictating a blue streak. You can 
get that reserve without spending a lot of money—and 
better still, wth no inconvenience. 


Here's how. -We have a complete selection of short- 
hand dictation records in speeds ranging from 60 wam 
to 130 wam, in either the standard 78 rpm or the 3314 
long-playing. 


REPEAT what he said? 


Get our shorthand records, play them on your home 
phonograph—and start writing! You'll find yourself writ- 
ing faster before you know it. It’s fun. Experts agree that 
the one sure way to shorthand speed is repetition practice. 


Don't waste - time Order your records to- 
day by filling out and mailing the coupon below. When 
your boss knows he has a skilled technician at his com- 
mand, you'll probably find an extra bonus in your 
weekly paycheck. 








A product of the R. C. A. Victor Custom Record Division 


ABOUT 
DICTATION DISCS 


@ Large 12-inch records 





( ) & 
@ Unbreakable pure vinylite () No.2 70 & 80 wam (7! Se Swe 
() No.3 80 & 90 wam ( ) No. 2 70 to 100 wam 
@ Each LP record contains ( ) No. 4 90 & 100 wam ( ) No. 3 90 to 120 wam 
. . ‘ No. 5 100 & 110 wam 
45 minutes of dictation ° ; ee 6 160 & 380 ee ( ) No. 4 100 to 130 wam 
( ) No. 7 110 & 120 wam [} Complete set $18.00 
S Crnapenes = fey ( ) No. 8 120 & 130 wam [J Entire series $33.50 
will last indefinitely () Complete set $18.00 
a , cdcssstein snc chs ceastuichatiedieeas odlcboadanesictieinssi cuted thins ot bedusscaieadiimiielechn aisigioasenttiabinaetiabatdanton 
Remember, for speed, rhythm, and accuracy, it’s the Dictation RT ON a cee cee 


Disc—developing poise, and the automatic reaction—through 
repetition practice. 





DICTATION DISC CO., 


E emcioce §......c.ccc0 plus 35c for handling and postage. Please send me 
the following shorthand records, fully guaranteed against defects. 


Standard 78 rpm—$2.50 each 





USE COUPON TODAY 


Box 637, Church St. Sta. 
New York, N. Y. 


Long Play 33'3—$5.00 each 


No. 1 60 70 wam 
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(Continued from page 32) 
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“You Don’t Have To 
SOFT ROLLER ME 
When You Use The New 


V8". TYPERITE 


INDEX TABBING With 
Pica Spaced Inserts!’’ 


Blank Insert 





Accurately i‘ = 

Spaced | SaVeS 56% Typing Time 
| For ; on Typing 1, 2 or 3 Line Titles 
Typewriter Use." e Typing is Faster, Easier. 

e Always On a Straight Line! 

e Titles Are Neater, Cleaner! 
- © Ends The Need For Tedious, 
L| ; AICO Fatiguing Soft Roller Work. 





. Exclusive! a‘ \ h 


a ~ J-— - ——————— 
\\ Easy | 1O| cut (To | ANY | DESIRED ley 
ae NB Se 1 aA =e Cry 
Ge teed ae, iL NO SOFT ROLLER REQUIRED ; . i] 


IT’S THE SPACING THAT DOES IT | \-' 


The new AICO TYPERITE TABBING has 


blank inserts spaced exactly 2 and 3 picas deep to permit 





use of the line space lever when typing titles. This ends the 
need for soft roller work when centering or positioning the 
titles on the insert strips. Just set the line space lever for 
1, 2 or 3 spaces and you breeze right through the job. 


Now, At Your Stationer or Write Dept. 5 For FREE Sample! 


AIGNER 
INDEXES 


97 Reade St., New York 13, N. Y. 
426 S. Clinton St., Chicago 7, Ill. 











For a moment Eleanor sat motionless. ;-— 
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“Oh, Jean, tell me all about your week end! We're not too 


busy this morning, and I'd love to hear . . .” 


Erases errors 


Erases typing. 
Ink or pencil. 
Stays clean. 


A new point 
in a, jiffy! 


Staisdedl 1 
KLENZOC 


ee ee 


ERASER 


BLAISDELL PENCIL CO. 
BETHAYRES, PA. 


rn 





At all Stationers or write on your letterhead for Free Sample 
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MR. GIMBEL IS HER 
DEPARTMENT 


(Continued from page 15) 





“What's his name?” asked Mr. 
Gimbel, wearily, since this was an 
old stall. 

Joan gave him the name the 
stranger had announced. Mr. Gim- 
bel immediately ran out to see him, 
greeted him heartily, and took him 
into his office and cashed the check. 

“Until. that day,” Joan admits, 
“I had never heard of Senator Ham- 
ilton Fish!” 

Celebrities frequently stop by to 
see Mr. Gimbel. Tex and Jinx Mc- 
Crary, Gene Tunney, and Hank 
Greenberg (who is Mr. Gimbel’s 
son-in-law ) are regulars. Mr. Gim- 
bel has many friends in the sport- 
ing world. He is chairman of the 
board of Madison Square Garden 
and is a great sports fan. 

Occasionally when some special 
event such as the circus, the rodeo, 
or the ice show comes to the Gar- 
den, Mr. Gimbel will surprise the 
girls in the office with tickets for 
the big event. 

Another of the Gimbel treats is 
the “Spring Day in the Country,” 
an annual party at his Greenwich, 
Connecticut, home that is given 
for the directors of the Néw York 
Convention and Visitors Bureau. 
Mr. Gimbel is president and chair- 
man of the board of this organiza- 
tion. Joan sends out invitations, 
checks acceptances and _ regrets, 
and then attends the festivities 
with her husband. 

One of the latest of Mr. Gimbel’s 
extracurricular projects is the New 
York Summer Festival. This is a 
program designed to stimulate 
New York trade during the summer 
months. All summer Joan was busy 
contacting interested newspaper- 
men, banks, merchants, hotels, and 
private citizens—-some by mail, 
some by phone—in regard to the 
Festival activities. For one meeting 
alone, she typed 75 lengthy letters 
that were sent to members. 


THIS SECRETARY is a great believer 
in not taking advantage of her boss’s 
influence. One day, however, she 
decided it would be fun and profit- 
able to meet the secretaries with 
whom she had a great deal of tele- 
phone contact. So, with her boss’s 
permission, she contacted about 
twenty secretaries whom she knew 
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well—by their voices only. The girls 
planned to meet for luncheon. Mr. 
Gimbel thought this was such a 
good idea that he personally called 
the hotel to ask that the secretaries 
be royally treated! Since the first 
meeting, the girls have enjoyed 
several get-togethers, and more 
secretaries have joined the group. 

“That’s just one of the nice things 
my boss does for me without my 
requesting them. I try never to ask 
Mr. Gimbel for favors. I don’t think 
any secretary should. My job is to 
make things easier for my boss, not 
more complicated.” 

Joan says this is one of the im- 
portant principles she learned in 
her two previous jobs. She adds 
that no job is wasted even if it’s 
not in your chosen field. 


AFTER GRADUATION from New York’s 
Cathedral High School, where she 
majored in business, Joan worked 
for a short time as secretary in a 
brokerage firm, then in a motion- 
picture distribution company. “The 
experience was almost totally un- 
related to my work at Gimbels, but 
I did learn office procedure. Dur- 
ing vacations from school, I had 
worked as an office clerk and a 
salesgirl in Woolworth’s. If I didn’t 
learn anything else, | became ac- 
customed to dealing with people. 
And I became used to the disci- 
pline of working hours and respon- 
sibility.” 

Joan Brannigan landed at Gim- 
bels through an employment agen- 
cy. She was sent to be interviewed 
for a position as assistant to Mr. 
Gimbel’s private secretary. After 
passing typing and shorthand tests 
with flying colors, she went on to 
talk with Mr. Gimbel’s secretary, 
who hired her. A year and a half 
later, when that secretary retired, 
Joan stepped into her job. 

Now Joan hires her own assistant 
and receptionist. She looks for 
young ladies who are adept, who 
are neither timid nor aggressive, 
and who make a neat, businesslike 
appearance. She says, “I don’t think 
I'm prejudiced against girls who 
don’t wear hats, but I like to see 
a girl wearing one. I always think 
twice, though, about a girl who 
omits gloves.” 

Joan herself insists on conserva- 
tive dress for the office. Certain 
natural advantages made her at 
various times Miss Subways, Office 
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Orchid, and a runner-up in a Prin- 
cess of Prints contest. But she feels 
that good looks have nothing to 
do with office appearance. She pre- 
fers suits during working hours, 
always wears heels; a hat, and 
gloves to the office. 

Joan buys all her clothes in Gim- 
bels and Saks and, consequently, 
is a walking advertisement for her 
boss’s fashion departments. (She 
also is a great believer in Gimbels 
bargain basement. ) 


JOAN'S OFFICE LIFE ends at 5:30 or, 
if Mr. Gimbel works late, when- 
ever he leaves. Then, back in her 
Queens apartment, she becomes 
Mrs. John Brannigan. She loves to 
cook and give dinner parties. She 
likes the theater, swimming, sketch- 
ing, “talk fests,” and unexpected 
company. Joan has furnished her 
three-and-one-half-room apartment 
entirely from Gimbels 9th floor. 
Says Mrs. Brannigan, “Furnish- 
ing a home on lunch hours was fun, 
but I soon realized that I couldn't 
spend every lunch hour shopping, 
no matter how convenient. I used 
to think I'd never get over the 
urge to buy everything in sight. 
But it’s like working in a bakery, 
I guess. You learn, after a while, 
that you must resist the goodies.” 





Words 


Key to teasers on page 29 
COMPLETE THESE PROPORTIONS 


1. defective (or imperfect, or faulty ); 
2. minor; 3. artificial (or unnatural); 4. 
worthless (or useless); 5. discontent (or 


dissatisfaction ). 


OMIT THE USELESS WORD 

1. out; 2. a; 8. both; 4. to; 5. at; 6. 
together; 7. Up; 8. second that; 9. more; 
10. up. 
CHOOSE THE POSITIVE 


1. ...is a large... 2. ...is a good... 


3. ...started soon... 4. ...is an extraor- 
dinary (or unusual)... 5. ...is a wise 
person... 6. ...contain as many as... /. 


.as light as... 8. ...an expert... 9. 
.. due largely to... 10. ...was greatly. 
HOW DO YOU SPELL— 


1. precede; 2. financier; 3. two; 4. 
fully; 5. Delaware; 6. suing; 7. bases; 
8. calendar; 9. bankruptcy; 10. saw. 


IS IT “IS” OR “ARE”? 


1. is; 2. is; 3. are; 4. is; 5. are; 6. Is; 
7. is; 8. is; 9. is; 10. is. 
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f The picture above, yes! 
; See Blarney Castle and 


Irish legend hath it 
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2 | in the world 


\. \ , y Don't trust to luck to 
+ y get the finest erasers. 
~ Ask your dealer for 

Wat 2 i” Weldon Roberts Eras- 

900 SUEDE Soft gray ers that Correct Mis- 


rubber for quick erasures takes In Any Language! 
kind of 
Convenient, slightly octag- 


With brush attached, No 


on any paper 


onal shape 9000 Suede Whisk 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue 
Newark 7, N. J. 


World's Foremost Eraser Specialists 









Waldon Robes 
Enanrwu> 


Correct Mistakes in Any Language 
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@ “sight-level” 
convenience 


@ all-metal — 
one piece 


@ neat, clean 
appecrance 


The Liberty Copyholder puts all copy in 
full view, at correct angle for easy, efficient 
typing. 


Designed so it will hold even a heavy 


book without tipping. Made of heavy gauge 


steel with soft grey finish. Size, 7” 
94” high, 5” base. So low in cost. . 


can afford one for every typist. 


ORDER NOW by mail if not available 
from your stationer. 


BANKERS 


ep Geneon, Bea. mf 


720 S. Dearbor Street Chicag 
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Vertical “Tabulator.” IBM come 
up with a new device, called Form Line 
Selector, that makes the typing of forms 
(invoices, bills of lading, etc.) easy and 
quick. What the Selector does is to make 
it possible quickly to shift the form down 
the page from one typew riting position to 
the next preset stop—or from one continu- 
ous form to the next. A simple turn of 
the handle moves the form automatically, 


has 


stopping it at the exact spot where you 
want to start typing again. This eliminates 
the timeconsuming line-by-line adjust- 
ment otherwise necessary when you want 
to skip down the page. 

The Selector, which must be mounted 
by IBM’s service department, can be 
attached to the right end of any 12- or 
16-inch IBM standard, 
lift-platen, or executive model. Vertical 
stops can be selected any distance from 
1% to 12 inches apart. Write to IBM, 590 


carriage on an 


Madison Avenue, New York City 22, for | 


further information. 


Perfect for the President. Is there a 
president in the house? Even if you can 
only uncover a presidential hopeful, we 
have a suggestion tor a gift he or any 
boss will appreciate. This is the perma- 
nent calendar called, aptly enough, “The 
Gift of Presidents”’—smart, simple, yet 
utilitarian. It automatically changes the 
day of the week as the gold-finished nu- 
merical dater is turned. Handsome colors 





are available—red, green, blue, or brown, 
all in genuine Morocco leather. If 
prefer it embossed with his name, this 
can be arranged also. It might be just 
the gift answer for a discriminating per- 
son. You may order a calendar from the 
Avog Sales Company, 34 Park Row, New 
York City 38, for $7.95 
plastic, $6.95. 


you 


postpaid—in 
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No Doubt 
About it! 


Top-of-the-List Book 
for Practically Everyone! 


ea 





PARENTS say, 
“The dictionary habit 
teaches children to 
help themselves. The 
answers to their many 
daily questions are in 
Webster's New Col- 
legiate.” 


STENOGRAPHERS 
say, 

“Our office saves a lot 
of time and mistakes 
by having a New Col- 
legiate handy on every 
desk.” 


STUDENTS say, 
“The New Collegiate 
is a must in English 
and it helps in other 
subjects too. Its com- 
pact size makes it easy 
to carry.” 


No doubt about it, Webster's New 
Collegiate Dictionary helps you write 
with more accuracy, read with more 
understanding, speak with more effec- 
tiveness — whether in business, in school, 
or at home. You have at your command 
clear definitions, exact pronunciations, 
accurate word derivations, correct spell- 
ing, word divisions, abbreviations, syn- 
onyms, general information of all kinds. 


Webster’s New Collegiate—a Merriam- 
Webster* dictionary — gives you confi- 
dence you're always right, for it is based 
on Webster’s New International Diction- 
ary, Second Edition . . . “the Supreme 
Authority” throughout the English- 
speaking world. 

Ask for Webster's New Collegiate Dictionary 
at book, department, or stationery stores. 







125,000 entries, 1,196 
pages. Unindexed $5, 
indexed $6. De luxe 
bindings to $12.50. 


INSIST ON 
A GENUINE 
MERRIAM- 
WEBSTER!" 


*Only Merriam-Webster 
dictionaries are directly 
descended from the orig- 
inal work of Noa 
Webster, America’s 
reatest lexicographer. 
‘hey are kept con- 
stantly up to date by 
the famed permanent 
Merriam-Webster edi- 
torial staff. 


mG v S Pat. OFF, 


G. & C. MERRIAM CO., Springfield 2, Mass. 
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Write care of Dept. T 
for your free copy of 
“All In A Secretary's 
Day" featuring the 


famous Sphinx babies! 


“Geez... what a character!” 


He doesn’t even know that 
nationally famous Sphinx 
Papers have the appearance 
and typing qualities that every 
secretary wants. Sphinx has a 
fine quality paper for every 
office use. Try Sphinx today! 


SAXON PAPER CORPORATION 
I8th STREET + NEW YORK Il, N. Y. 


You don't 
work 
half as hard 
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NU-VISE STEEL SIGNALS 
| FOR “VERTICAL” SYSTEMS 


Vlinder Head 
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NU-VIZ STEEL SIGNALS 
_ FOR “VISIBLE” SYSTEMS 


when records, maps and charts 
Speak for Themselves 
Give voice to your reference files and 
charts with Graffco signals and map- 
tacks. All that tiresome searching and 
wondering is eliminated. You're free 
for more important things. You know 
just when to remind, to act, to hold off. 
All the facts are at your fingertips. 
You will find all the designs 
and colors you need for detailed 

classification of facts. 





> 
" CELLUGRAF TRANSPARENT | 


SIGHALS FOR “VISIBLE” SYSTEMS 











Ask your office supply dealer or 


GEORGE B. GRAFF 
COMPANY 
54 Washburn Avenve 
Cambridge 40, Massachusetts 











DO YOU WANT TO BE LIKED? 


(Continued from page 19) 





THIS IS, NATURALLY, ONLY A PARTIAL LIST. There seems 
to be a tremendous number of desirable qualities. Do 
you agree with the top twenty presented here? What 
are some others you think are important? 

Few of us can expect to exhibit all these desirable 
traits all the time. Humans being what they are, we 
know we never do our best all the time. The object is 
to improve ourselves as much as we can and to make 
intelligent, likable behavior a habit. Start your own 
improvement campaign by selecting the five traits that 
you think could stand a little polishing in your 
personality. 


Most PEOPLE HAVE LITTLE DEVICES to coax themselves 
to do these things they know they should do. These 
devices may not be overly logical or sensible, but 
neither are most people. Any method that works will 
do. If you have such a system, use it! If not, you might 
try something like this: (1) make a chart, listing on the 
left side the five qualities you have selected to work on; 
then (2) line off columns for each day of the month. 
( You can’t work for just a week on improving your per- 
sonality and expect lasting results. ) 

On your chart, then, you should have thirty columns, 
so that vou can record your score after each person- 
ality trait every day for a month. Mark your score 
daily on each item, giving yourself a rating from zero 
to ten (depending on how well you did that day). 
Try to rate yourself at the same time each day—say, just 
before you go to bed—so that it will become a ritual 
and you won't be likely to forget. 

The trick with this kind of a system is to set a goal 
for yourself before you start. Determine how many 
points you think you should make and put that figure 
at the bottom of the chart. Then, at the end of each 
day, add up your score and see if you hit your target. 
You may want to set your goals low at first and then 
gradually raise them. 


Now IF YOU ATTAIN YOUR GOAL for the day (or perhaps 
you will want to work this on a weekly basis ), it is only 
fair that you should reward yourself. Pick out some 
simple luxury that you like—for example, an ice cream 
soda—as a reward. 

Of course, if you fail to come up to the mark, you 
must deny yourself the reward. Toward the end of the 
thirty days, however, you should be hitting your goal 
pretty consistently. By then, you will find your life 
more richly rewarding than it ever was before (even 
more rewarding than the ice cream sodas ). 

Switch then to five other traits you feel need im- 
provement. Keep up the good work and the rewards 
until you have conquered all the shortcomings you can 
think of. One word of advice, however—you'd better 
change your reward to orangeades when you become 
too successful, or your next goal will be sticking to a 
diet to regain your one-time svelte figure. 
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THE DISAPPEARING BOSS 


(Continued from page 10) 





THERE MAY BE MANY REASONS why a boss dashes off 
without telling his secretary where he is going. He 
may be so absorbed in his work that he doesn’t even 
realize he’s leaving the office; maybe he’s forgetful; or 
perhaps he thinks he’s going to be gone only a minute 
or two. (He thinks this even when he’s gone as long as 
an hour.) But whatever his reason, it is imperative 
that you, the secretary, be informed as to your chief's 
whereabouts at all times so that his interests can be 
protected and the two of you can function more effec- 
tively as a business team, 


Ir IS REASONABLE TO ASSUME that a typical boss is will- 
ing to consider any ideas you may have for improving 
your teamwork. But many secretaries err at this point. 
They don’t know how to present ideas. They're afraid 
to speak up; and, when they do, they're often excited, 
emotional, and unprepared. Ideas, like anything else 
you want to sell, must be packaged attractively and 
presented properly—at just the right time. You must 
know your boss—his likes and dislikes. Does he like a 
direct approach or one that is more subtle? 

One man told me how his secretary cured him of 
pacing while he was dictating. He chuckled all 
through the story (he considers his secretary “just 
tops”). He thought she was getting deaf because he 
had to repeat sg much. Finally, one day she told him 
that he had to repeat only those expressions that 
were “flying out the window” when he got to the other 
side of the room. He realized, then, that he was at 
fault—not his secretary's ears. Afterwards, if he slipped 
back into the old routine, the secretary (with note- 
book in hand) would pace with him very quietly, tak- 
ing the dictation. That didn’t happen often, and now 
they just “swim” through their work. 


IN PRESENTING YOUR IDEAS TO THE CHIEF, think your 
suggestions through thoroughly and wait for the right 
moment to discuss them with him. Then you might 
say, in effect, “I can be of more help to you if you will 
let me know where you are and how you can be 
reached when you leave your office.” If this fails to 
bring results, you might keep a notebook in a certain 
place on his desk, always in the same place, with large 
lettering at the top of the page something like this: 


a 





a on 


Wi iasis cist uaicunnndsincelaikbagzacsebambialendodauiomeneeeesameaiia 


I have gone to 
} 

| 

| Reach me 

| 


ASRS! Nee 





ws 


This notebook is to be used for recording un- 
expected engagements. 

If you have solved the problem of a disappearing 
boss in some other way, won't you tell us how you did 
_it? Your method may just what some fellow secretary 
j needs who’s still plagued with a disappearing boss. 
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The Case 
of the 


Red-Faced 
Treasurer 
























“Miss Brown,” said the treas- 
urer, “‘this report of mine looks 
terrible. I’d be ashamed to present 
it to the directors. The typing is 
fuzzy, and the carbons are smeary. 
Please do it over, and try to make 
it look right.”’ 

“Certainly, Mr. Williams. But 
it’s not the fault of my typing. I'll 
show you later what’s wrong.” 

When the boss got his report 
back, he beamed with satisfaction. 

“Why can’t all our typing look 
as good as this?’’ he asked. 

“Tt can—if our purchasing 
agent would do as I did today. I 
bought an M & V typewriter 
ribbon and some M & V carbon 
paper. They made all the difference!” 


Tell your office supplier —or your 
purchasing department —that you’d 
like to try M & V carbon papers and 
typewriter ribbons. Or mail the cou- 
pon today for your free samples of 
M & V carbon paper. 


Va labon 4 

A Papers 4) 
and 
Inked 

Ribbons 





MITTAG & VOLGER, INC. Park prince, New Jersey 


Send me free sample sheets of M & V carbon paper. 


° 

& 

@ tIusea Regular [) Noiseless [J 
% Electric (] typewriter and usually make____ copies. 
* Name aoe — 
& Address _ 
e City ae ee Zone State 7.8.3 
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